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[bookmark: _GoBack]JOB DESCRIPTION/PERSON SPECIFICATION

	A
	POSITION DETAILS

	

	
DIVISION: Business Support 	BUSINESS SECTOR: Human Resources

	
	
JOB TITLE: Senior HR Manager		REPORTING TO: HR Director

	

	
GRADE: 7



	B
	JOB PURPOSE

	Please note: See associated Job Description for HR Manager to cover the specific location HR support required of this role. The points listed below are additional duties specific to this role.

· To ensure that the appropriate Division(s) have developed a HR strategy plan.
· To ensure that the appropriate Division(s) include in the HR strategy manpower, recruitment, employee relations, remuneration and training/ development plans.
· To ensure that any subordinates have the necessary skills, resources and objectives to deliver the business needs.
· To ensure that the Workforce System is fully utilized by self and subordinates as laid down in HR Policies and Procedures.
· To complete any other duties/ projects that are reasonably requested in the scope of the job role.





	C
	KEY RESPONSIBILITIES

	
Please note: See associated Job Description for HR Manager to cover the specific location HR support required of this role. The points listed below are additional duties specific to this role.

· To develop an annual update to the appropriate Divisional HR section of the HR Strategy.
· Build open and effective relationships with all departments within SUEZ UK to enable the HR needs of the Division to be accurately assessed. Particular attention should be given to the Divisional Operations Director(s).
· To represent the HR Department at the monthly Divisional Management meeting(s).
· To hold a formal monthly review with the appropriate Operations Director(s) to discuss HR issues within the Division.
· To ensure appropriate, and formal, feedback on Divisional issues at the monthly HR team meeting.
· To prepare a monthly HR Divisional report for inclusion in the HR Board Report.
· To ensure appropriate, and formal, feedback from the monthly Divisional Management meeting and the monthly Operations Director(s) review is given to subordinates.
· To hold a formal monthly review with any subordinates 
· To ensure decisions made at the HR team meeting are delivered within the business Division.
· To issue appropriate objectives to subordinates.
· To complete the PDD process for team members, against the timeframe and standard set.
· Attend monthly HR Team meeting.








	
D
	CORPORATE RESPONSIBILITIES

	
In line with SUEZ UK’s Health and Safety Policy the job holder is expected to;

· Take reasonable care of their own health, safety and welfare and that of other people who may be affected by their actions or omissions.
· To co operate with SUEZ UK and with other employees in order to comply with health and safety law and SUEZ UK’s Health and safety Policies and Procedures
· Not to misuse or interfere with, intentionally or recklessly, anything provided in the interests of safety.
· To ensure that within their areas of responsibility, SUEZ UK complies fully with its legal duties in respect of the health, safety and welfare of its employees and of other people who may be affected by their actions or omissions
· To ensure that the responsibilities commensurate with their role as laid out in the Health and safety policies and Procedures are fully met.

In line with SUEZ UK’s Values and Ethics Charter the job holder is expected to ;

· Act in a honest, responsible and respectful manner to others
· Be responsible for their own professional conduct
· Comply everywhere and in all circumstances with the laws and regulations connected with their activities
· Comply with our obligations to our partners such as shareholders, associates, clients, suppliers and the community

Any other duties that are reasonably requested within the scope of the job role.




	

E. GENERAL CRITERIA (ESSENTIAL & DESIRABLE)

	CRITERIA
RATING
1 = LOW   5 = HIGH

	KNOWLEDGE/QUALIFICATIONS/TRAINING/SKILLS & EXPERIENCE:
	

	CIPD qualification or appropriate degree/higher qualification

	4

	Demonstrative experience in providing  generalist support to a business

	4

	Has worked in a multi site business

	3

	Has led employee relations related processes (e.g. disciplinary meetings, appeals, grievances)
	4

	Demonstrable experience in managing generalist HR function including personnel

	4

	Multi organization / HR department experience

	4

	Experience of building and managing relationships with more senior staff within the organisation
	3

	An experienced project manager/leader

	3



	
F.          KEY COMPETENCIES & ATTRIBUTES 
	MINIMUM
ESSENTIAL
RATING

	COMMITMENT TO THE CUSTOMER:
	

	Is this person passionate about personally ‘understanding the customer’ and meeting their needs?

	4

	FINANCIAL AWARENESS:
	

	Does this person understand the financial impact on the business of any decisions made?

	3

	BUILDING CAPABILITY:
	

	Does this person work to develop the long-term capabilities of others?


	3

	COMMUNICATION EFFECTIVENESS:
	

	[bookmark: _Hlt109123816]Does this person firmly believe in communication to all appropriate stakeholders and have the skills to get ideas accepted by others or to get others to change their opinions?

	4

	DRIVE FOR RESULTS:
	

	Does this person lead individuals or groups of people effectively and make continuous improvements and constantly meet/surpass targets and goals?

	4

	VISION:
	

	Has this person got the ability to stand back and take a broader perspective on the circumstances facing him? Is the person satisfied with the status quo?

	4




The contents of this job description reflect the main duties and responsibilities of the job and are not intended to form part of the contract of employment.  SUEZ UK may revise the content of this Job Description/Person Specification at its discretion.
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