PERSON SPECIFICATION
Job Title: HR Manager 

Reporting to: Executive Partner – Anna Wilson
Date: March 2016
	
	ESSENTIAL
	
	DESIRABLE
	

	Knowledge and Experience 


	Experience of directly advising line managers of all aspects of HR, including recruitment, capability, performance, disciplinary, grievances, dismissal and redundancy, in line with current legislation.
Have knowledge of current employment law, its application and imminent legislative changes and their impact.

Experience of delivering high quality and timely customer service.

Practical application of HR policies and procedures

IT literate and confident using and adapting to new systems and processes


	
	.
	

	
	
	
	
	

	Qualifications


	Part CIPD qualified

	
	Full CIPD qualified
	

	
	
	
	
	

	Skills & Competencies

· Team Orientation


	Working effectively as a team member making others aware of information that may be useful to them and effectively interact with all levels across the Firm
	
	
	

	· Communication
	Well developed interpersonal skills, particularly advisory and influencing skills


	
	
	

	· People Management


	Ability to organise your own work within deadlines and to agreed standards.

Allocates tasks appropriately with explanation of what is required from the HR Administrator and oversee those tasks.


	
	
	

	· Customer Focus
	Initiative to anticipate situations and problems and have the ability to advise of the appropriate solution.
Will need to be able to demonstrate good listening techniques to gain a thorough understanding of customer needs and delivering a prompt and efficient service.

Able to build rapport and establish relationships easily and quickly to make others feel at ease.

	
	
	

	· Results-orientation


	Will need to be results focused, by keeping to schedules and delivering work on time.

	
	
	

	· Problem-solving
	Clear logical thinker with strong decision making skills and ability to set clear boundaries within situations that may arise.

	
	
	

	Special Circumstances

i.e.  Shift Work
      Hours of Work

      Weekend Work

      Extensive travel

	You will be based at the Thornbury Office but will expected to regularly travel between all offices.
Driving License/Car owner essential.
Hours – full time post but able to offer flexibility. 
	
	
	

	
	
	
	
	


