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	Position title
	HR Graduate
	Division
	Human Resources


	Purpose



	To work rotational placements between different areas of HR, such as employee relations, learning and development, performance management and recruitment and resourcing, as well as travel across different office locations in the UK or overseas.
To complete HR based projects throughout the programme
To have completed a CIPD-accredited professional qualification at Level 7 by the end of the two-year scheme.




	Key responsibilities


To fully participate in all placements and take steps wherever possible to offer insight from previous work and educational experience to solve problems or expand the HR service.
Continue to undertake professional and personal development by improving your own knowledge of the waste management industry alongside Human Resources. You will be expected to undertake internal and external training and be responsible for recording and demonstrating your new learning in your placements.
You will participate in all areas of HR including, recruitment, on-boarding, compensation and reward, HR Systems and HR operations, working closely with all members of the HR team as well as senior and line management as well as individuals to ensure that the workforce is managed and developed in the most effect way possible.
To produce any reports, research, costs and recommendations as requested throughout the graduate program that is accurate, on time and of a high quality in terms of content but also in presentation.
To act with integrity with all interactions internal and externally including with tact and discretion.
To promote wellbeing and good working practices for positive employee relations throughout placements.
Ensure you submit your expenses monthly and that they comply with our expenses policy
To represent the HR function ensuring that you uphold a professional image always and  listen to what your customers to understand them.
Ensure that you are and keep up to date with current HR legislation and how this might impact and be implemented during your placements.
	Skills



	Time Management – proven ability to meet targets
Communication – Excellent interpersonal skills such as empathy, sensitivity, tact and discretion. 
Collaboration - Developing and fostering internal networks on specific projects. Actively participating in external networks and /or working groups and /or events for example Chartered Institute of Personnel.
Time Commitment – from time to time you will complete studies outside of work hours
Attention to detail – Strong organisational and administrative skills
Computer Skills - proven ability to use all Microsoft packages, various HR systems
Data driven decision making – Ability to define facts, metrics and data to guide decision making whilst aligning to company goals and objectives.
Commercial awareness – Numeracy, financial skills and budgetary control
Coaching – to be able to use a coaching style of feedback when working with colleagues








	Behaviours




	Is aligned and exhibits the SUEZ Group Leadership Model behaviours together with our values of respect, customer first, commitment to the environment and team spirit.
Ethical Practice – Using your moral compass to role model ethical behaviour, using our company values to unpin the decisions that you make.
Valuing People – Treat people fairly and consistently. Use coaching style to give feedback. Role model and advocate the value of including others and embracing difference.
Commercial drive – take responsibility to develop and present robust business cases using sound and tested data for the benefit of the business.
​Working with others - Ability to get on with a range of people and work well in a team 
​Adaptability – to be able to overcome or adjust to changing prioritises, show willingness to learn new methods, procedures or techniques  
Creativity – be able to demonstrate the ability to think about a task or problem in a new or different way to generate new ideas.




	Knowledge



	Up to date employment legislation
Working knowledge of Advisory, Conciliation and Arbitration Service (ACAS)
Understanding of basic employment rights and what should be included in a contract of employment
Working knowledge of standard process for disciplinary, grievance and long-term sickness
To utilise your knowledge on emerging HR Trends, such as AI, hybrid working, social mobility, social value and sustainability to add value to the HR department







	Specific candidate requirements



	You'll also be expected to be flexible regarding where in the UK you're willing (and able) to travel in order to carry out the role.



	Qualifications



	2:1 degree in any subject would consider 2:2 with some relevant work experience or CIPD qualification



Please note: The content of this job description reflects the main duties and responsibilities of the job and is not intended to form part of the contract of employment. SUEZ may revise the content of the role and responsibilities at its discretion. 
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