
Job Description

Job Title HR Business Partner
Job Holder
Reports To HR Manager
Location Billingham
Date September 2018

Job Purpose

To provide on-going advice, coaching and direct support to managers on HR policies, procedures 
and processes across the business as required.

To contribute to the identification and development of business HR initiatives and processes to 
enable effective people management practices and to build organisational capacity.

Dimensions

No of staff reporting to individual None
Turnover £100 million
Site Numbers 500

Accountabilities

Develop HR policies and practices that are needed to deliver business success.

Provide expert, right first time, advice and guidance to managers and staff in the interpretation and 
application of HR policies and practices to ensure clarity and consistent application.

Monitor and make recommendations to improve systems, procedures and behaviours to maintain a 
culture that helps all staff contribute to their full potential.

Interpret and apply Employment Law and industry best practice to ensure business needs are met 
and that staff are treated professionally.

Contribute to business change projects, with particular emphasis on the people issues and 
implications.

Advise and support managers with difficult employee relations issues such as discipline, absence, 
poor performance and grievances to achieve effective and proper outcomes.

Undertake job evaluation requests using Hay Assessment.

Provide administrative support to the Pension Trustees, liaising with Trustees, Actuaries and Pension 
Administrators where and when required.

Facilitate and administer secondments (internal and overseas) and VISA compliantly and in line with 
Company requirements, liaising with third party specialists where required.

Provide advice and demonstrate initiative in area of functional expertise.

Any other duties commensurate with the role.



Competencies

Competency Demonstrated Behaviours
Analytical Thinking  Develops and uses clear criteria for guiding decisions (e.g. resources,

constraints, organisational values).
 Identifies cause and effect relationships.
 Thinks through the consequences of different courses of action.
 Considers pros and cons before deciding.
 Identifies root causes.
 Thinks through priorities.
 Understands and evaluates numerical data, tables, charts, or graphs to get to the 

cause of a problem.
 Performs calculations and combines quantitative information in order to diagnose and 

solve a problem.
 Develops a list of decision-making guidelines (algorithms, etc.) to help arrive at logical 

solutions.
 Makes sense of information by organising it.

Self-Development 
Orientation

 Explores personal strengths and weaknesses with a view to improvement.
 Critiques own performance as a means of self-improvement.
 Seeks opportunities to build knowledge in work-related areas.
 Seeks opportunities to build knowledge in areas seen to be useful but extending 

beyond immediate areas of work.
 Actively seeks feedback as a significant source of learning and improvement.
 Plans activities to improve personal capability at work.
 Asks for suggestions and new ideas for self-improvement.
 Learns from mistakes.
 Seeks developmental projects and tasks.
 Seeks training programmes to develop new skills.
 Continually 'scans' and applies developments in fields that are important to oneself.

Adaptability  Pursues policies and procedures consistent with local norms and values.
 Adjusts strategies to changes in the environment.
 Adopts means of communication and interaction that suit different cultures.
 Deals effectively with people from a variety of backgrounds.
 Behaves consistently with local norms and values.
 Maintains effectiveness when dealing with people from a variety of backgrounds.
 Decides courses of action in ways that take account of different environments and 

cultures.
Tenacity  Sticks with a problem until it is resolved.

 Repeatedly pushes others to do something.
 Demonstrates unflagging energy in pursuing a problem.
 Works unusual hours to accomplish a goal.
 Keeps trying to achieve a goal despite encountering obstacles.
 Demonstrates repeated efforts to complete a task.
 Stays with a position or plan of action until the desired objective is achieved or no 

longer reasonably attainable.
Initiative  Introduces changes in direction, policy or procedure.

 Takes action before being asked.
 Takes action in areas for which he/she has no direct personal responsibility.
 Questions the way things are done and makes changes.
 Proactively offers proposals.
 Sees an opportunity and takes action.
 Proactively scans the environment for new ideas, trends, etc.
 Makes suggestions on how to improve things at work.



Special Features

Level 7 in Human Resource Management.  

Demonstrate a commitment to CPD by being a chartered member of the CIPD

Has the ability to challenge the current state, often in the face of strong resistance, without creating 
undue friction.

Hands on attitude to getting things done, whilst considering competing factors. 

Strong time management and organisational skills.

Organisation Chart

Signatures

Job Holder Signature ……………………………………………   Date …………......................

Manager ……………………………………………………   Date …………......................

HR Manager
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Partner

HR Advisor HR & OD Team 
Leader

HR & OD 
Assistant x 3

Marketing Co-
ordinator

Occupational 
Health


