
Role Description

Rank\Scale
PO1

Reports To

Main Responsibilities
The role holder will be responsible for carrying a case load of HR related issues including:

 a. Wellbeing and attendance management

b. Discipline and capability matters

c. Learning & development

d. Fairness at Work/dispute resolution

e. Pay and reward

f. Restructure and management of change

g. Employee administration including starters and leavers

 Providing high quality advice and guidance to staff, officers and line managers on matters relating to HR policy and
practice, employment law and the application of police regulations.

Provide management, professional leadership and development for members of the HR team ensuring performance and
productivity of the team in a fast paced environment. 

 Responsible for ensuring all HR case work is accurately recorded and monitored in line with constabulary policy

 To develop and provide management reporting from HR systems to support requests from line managers and HR
colleagues

 To support HR managers on complex cases, designated projects or areas of business as required

 Deliver a high quality level of customer service and support in line with the requirements of the function

 Respond effectively to escalated HR queries and issues through the customer services centre in line with any agreed
service level response times

 To undertake designated research and environmental scanning in support of HR activity and specialist areas as required

 Ensure that HR records and HR systems are up to date with relevant case management and employee information

 Be responsible for participating in and providing local and national data collection responses

 Undertake continued professional development ensuring that they remain up to date with their HR knowledge and practice

 Take responsibility for ensuring effective contribution to performance against the HR Services performance framework
delivering value for money and customer satisfaction

  

To provide advice, guidance and case management support across all aspects of generalist HR practice ensuring
excellence in customer service and delivering HR support in line with the Constabulary People Approach

 The role holder will be expected to demonstrate flexibility in working pattern in recognition of working within a 24/7
emergency services environment.
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Additional Information
Vetting Level: The role must be vetted to a minimum of Recruitment Vetting (RV).  

 

HR Business Partners

Essential Criteria 

CIPD qualified (preferred) or part qualified and working towards full qualification•
Experienced in dealing with HR cases in key policy areas•
Up to one year management and supervisory experience  •
Excellent verbal and written communication skills•
Experience of working within an HR environment providing advice and guidance to staff•
Ability to manipulate data and produce management reports•
Excel, Word and experience of working with an HR system•

 The post holder will need to be:

 Proficient in the use of IT

Keen and able to undertake tasks independently•
Able to work quickly while paying attention to detail•
Able to multitask and manage competing priorities•

Able to communicate confidently with a range of people•

 

  

Experience and Qualifications

Progression

Skill Category Skill Name Skill Level Skill Description For PDR

Intelligent, 
Creative and 
Informed 
Policing

We analyse critically Practitioner I recognise the need to think critically about 
issues and challenge my assumptions, ensuring 
I find information and data that can help me 
make better decisions.<br />
I absorb and interpret information accurately 
and in an appropriate timeframe, separating 
what is relevant and not relevant. <br />
I solve problems proactively by understanding 
the reasons behind them, using learning from 
evidence and from my experiences to take 
action. <br />
I apply professional knowledge and decision-
making frameworks, in addition to drawing on 
my personal experience and judgement, to 
make better decisions. <br />
I recognise where there may be gaps and 
inconsistencies in data and information and 
think about the potential implications of this. 
<br />
I keep clear and accurate records of information 
and data to support evidence-based decision 
making.

Yes
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Inclusive, 
Enabling and 
Visionary 
Leadership

We are collaborative Practitioner I learn about stakeholders in other teams, 
organisations, and the community so I can work 
with them effectively.<br />
I work to get to know others and build rapport 
so that we can achieve shared goals. <br />
I work flexibly with people across different 
levels, teams and backgrounds. <br />
I work cooperatively with others to get things 
done, willingly giving help and support to 
colleagues.<br />
I actively seek to engage with and learn from a 
diverse group to improve the work I do.

Yes

Resolute, 
Compassionat
e and 
Committed

We are emotionally 
aware

Practitioner I communicate effectively and compassionately, 
tailoring my communication so I can be easily 
understood by others.<br />
I seek to understand and manage my own 
emotions to remain effective, even under 
pressure.<br />
I seek out support to help me perform 
effectively.<br />
I recognise that some situations might affect my 
ability to deal with stress and pressure.<br />
I adapt my style and approach by 
understanding the emotional needs of the 
people I am working with and the public.<br />
I seek to understand the concerns of others 
even when they are unable to express 
themselves clearly.

Yes

Intelligent, 
Creative and 
Informed 
Policing

We are innovative and 
open-minded

Practitioner I seek to learn from new ideas and experiences, 
including the diverse experiences of 
others.<br />
I share suggestions with colleagues, speaking 
up to help improve existing working methods 
and practices. <br />
I reflect on my experience of different situations 
and act on the learning this provides <br />
I show that I am open to new ideas and ways of 
working.<br />
I adapt flexibly to change as the need arises, 
encouraging others to do the same.

Yes

Inclusive, 
Enabling and 
Visionary 
Leadership

We deliver, support 
and inspire

Practitioner I take opportunities to share my positive 
commitment to policing and its values with 
others.<br />
I take steps to understand how my work 
contributes to the purpose of policing and the 
priorities of my force. <br />
I am conscientious in my approach, working 
hard to provide the best service and remove 
obstacles that could prevent or hinder delivery. 
<br />
I take on challenging tasks to help to improve 
the service continuously and support my 
colleagues. <br />
I support the efficient use of resources to create 
the most value and to deliver the right impact.

Yes
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Resolute, 
Compassionat
e and 
Committed

We take ownership Practitioner I approach tasks with enthusiasm and a positive 
attitude, adapting quickly from one situation to 
the next.<br />
I take responsibility for my own actions and 
decisions.<br />
I respond to demanding and tough situations, 
demonstrating commitment to tackling the 
issue.<br />
I seek appropriate advice and guidance on 
tasks and decisions when necessary.<br />
I take responsibility to regularly update people 
who are relying on me. <br />
I seek feedback to understand the quality of my 
work and the impact of my actions.

Yes

NOS

NOS Unit Unit Name Unit Description
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