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ROLE PROFILE
	Job: :  Head of HR Services
	Reports to: Director of Transformation & HR
	Tier: 2B



	Job Purpose: 

You will be responsible for designing strategic solutions that result in delivering a first class HR transactional shared service to the business. It will be timely, accurate and customer focussed in all aspects of the service. 
You will be responsible for designing, managing and delivering the end of end transactional HR Administration activity association with the employee lifecycle.

You will lead the team to ensure they motivated and maximise performance ensuring SLA's are in place achieved and continually reviewed for process improvement.

You will act as the key interface with senior members of the business and strive to ensure internal customer service is maximised whilst ensuring that all advice, guidance, support and administration provided to managers and employees is timely, accurate and compliant with current employment legislation.

You experience in this field will allow you to work with other departments to recognise additional shared service benefits both in and out of the HR function.
Working closely as a key member of the  HR Leadership team, you will take responsibility for a team of circa 10 Shared Service professionals, assisting the business with the full HR administration and support services Including payroll, pensions, HR administration, learning and employee benefits .You will lead and shape the new HRIS system and processes to ensure they are complaint and fit for purpose.

	Key Competencies:

· Flexibility & resilience

· Meeting customer needs

· Interpersonal understanding

· Results or Commercial focus

· Future Focus

· Commercial Focus

· Developing Others

· Building Relationships

· Innovation

· Personal Learning and Growth

· Impact and Influence



	Key Responsibilities:
· Responsible for the design and delivery of a first class service HR transactional service for payroll, recruitment, learning and HR. 

· Responsibility for the investment budget of HRIS development circa £500k in totality.

· Line management of teams ensuring the service provided meets quality and consistency levels and is delivered in a customer focused way. This will include ownership of performance management, development, coaching and mentoring.

· Manage the team’s performance against KPI’s to ensure accuracy and quality of all correspondence and reports generated by the centre

· Overall responsibility for the (administrative) relating to our people process for all staff.

· Support the all key stakeholders in the delivery of business as usual activity, HR projects, key initiatives and change programmes.

· Responsible for the management and administration of all matters related to employment contracts and compensation & benefits for all staff, including payroll, pensions and insurance 

· Manages the administration of all payroll systems and ensures a correct and timely monthly payroll run.

· Monitor the effectiveness of existing HR services and look at continuous improvement across systems and processes
· Manage the diverse and varying workload of your team, making sure that everything gets done in an appropriate and timely fashion ensuring adherence to SLA’s.
·  Be responsible for continuous improvement that is responsive to service needs and maximise productivity and inspire customer confidence, whilst creating  and encourage a culture of continuous improvement within the team
· To develop and review standard workflows across all aspects of shared services sharing knowledge across the business and ensuring the team is multi-functional and cross trained on processes within the service.

· Ensure that all standards and practices and processes are applied by all of the team members in a consistent way and that work is prioritised fairly.

· Integrating a value add services to the team and internal and external customers.

· Build robust working relationships with business leaders and the wider HR team.

· Ensure a proactive and comprehensive approach to risk management.
· Ensure all policies and procedures are appropriate and fit for purpose and review on a regular basis.

· To provide various report on KPI,s to measure service performance, ensuring quality data is input is monitored and accurate and review regularly for service improvements.

· Able to demonstrate a value for money service.

· Ensure all HR systems ,process and policies comply with employment law




	
	

Essential
	Desirable

	Knowledge skills & experience


	Extensive operational experience within a shared service environment covering the full HR lifecycle.

Generalist HR experience in managing relationships with a customer’s group to Director levels

Experience of managing a payroll process

A thorough understanding of employment law related matters

Intellectual capacity to understand the commercial complexity of the business and translate this into an HR plan
Service orientated with a commercial focus and experience working with SLA,s

Strong leaderships and management skills

Strong performance and project management skills.

Experience working within a HR Shared services environment.

Experience of leading and implementing new HR systems 
Strong communication and interpersonal skills and able to demonstrate good query management experience.

Ability to present effectively to Executive leadership team and Board members.

Process driven with a keen eye for detail and ability to interpret and analyse metrics

Ability to manage and prioritise a diverse workload and to meet time specific deadlines and targets.

Strong PC skills in outlook and IT systems in general.


	Managed implementation of HRIS through Transformation 

Experience of working within a Lean environment 

Process Mapping Capability



	Specific Role Accountabilities for People, Finance and Policy( ie accountability for managing a team/ budgets etc)
	Manage a team of HR professionals and the payroll function
Deliver  a first class transactional service to the business

Ensure compliance with company policies and procedures and legislation.

	

	Key Relationships (internal/external)

	Working with and challenging senior stakeholders.

Stakeholders for this post are wide and varied; although day to day you will be working closely within the parameters of your own team. You will have exposure through the organisation to our Executive Directors and potentially Board of Directors.


	Exposure of working with Board and Executive level customer



	Qualifications

	MCIPD qualified


	

	Safeguarding of Children Young people and Vulnerable Adults 

Your Housing Group is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff to share this commitment. 

As a Your Housing Group employee, it is your responsibility to attend safeguarding training in accordance with YHG safeguarding training strategy and to be aware of and work in accordance with the YHG safeguarding policies and procedures and to raise any concerns relating to such procedures which may be noted during the course of duty.


YHG Values:    Passion
Pride
Creativity
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