ROLE DESCRIPTION

Post:




HR Business Partner











Sector/Section:


Human Resources

 

Grade and Salary Range:

SO1/ SO2 points 29 – 34 £38,808 - £44,837
Full time/Pro-rata


Full Time
 

Fixed term/Permanent:

Permanent
Line Manager:
Director of Human Resources
Location:



Woodbury Centre



Hours of Work:

 
37 hours per week
Flexibility is required as there will be occasions when evening and/or weekend working will be required.
Purpose and Objectives of Role:


As an HR Business Partner (HRBP) you will work alongside the leadership and management team of the departments you are partnering to build organisational and people capability to help shape and implement an effective people strategy for the College
Further Education is continually developing and 

the rate of change is unlikely to slow down.  You

must therefore be flexible to take on changing responsibilities.

Specific duties of the role:
1. Be part of the leadership team of the department, supporting operational decision making and providing people expertise and advice for the leaders and managers.
2. Providing advice and guidance on people practices such as recruitment, retention, wellbeing, promoting attendance, managing absence etc which are responsive to College needs.

3. Work closely with leaders and managers to identify and meet establishment and skill needs. 

4. Providing challenge and coaching to people conversations at department level to give rigor and meet the College objectives.

5. Use data, metrics and evidence to inform and drive decision making and change across their business areas.
6. Take a leading role in the HR team, role modelling the values and customer focussed approach to delivery.

7. Communicate well and feedback to HR team colleagues and others as appropriate, sharing insights and learnings and building sustainable solutions.

8. Mentor and develop the HR Assistants to promote their learning and growth and overall team capability.

9. Meeting key stakeholders to discuss people challenges
10. Providing expertise on employee relations processes and procedures to support managers with investigations and complex casework including formal grievances and disciplinaries ensuring that college policies and procedures are adhered too. 

11. Bringing people expertise and developing solutions to help the business area to deliver its strategy

12. Influencing and building relationships with people around the business

13. Acting as a local point of people expertise for specialist teams that are implementing new people approaches.
14. Questioning and challenging others to get to the root of people and business issues.
15. Coaching and providing feedback to key stakeholders to help improve business efficiency.

16. Identify and respond to requirements for change such as restructure, redundancy, TUPE etc.
17. Ensure that all contractual documents, changes to pay, terms and conditions are processed correctly and that HR systems are maintained up-to-date and accurate. 
18. Assist the Director of Human Resources in the development of the College’s HR systems and processes. 
19. To attend cross College internal meetings and external events as a Human Resources representative where appropriate.
20. Maintain knowledge of Human Resource issues and trends and contribute to the development of policies, procedures and practice as appropriate.
21. In discussion with the line manager, take the lead on key HR projects activities that are part of the annual HR Plan.
22. Any other reasonable duties as appropriate to be determined by your line manager.
ROLE RESPONSIBILITIES

	
	
	Job evaluation Reference (for

Office use only)

	Operations/ Decision Making
	
	

	Resources

	
	

	a)  Responsibility for Equipment/Materials/Health & 

     Safety/Accommodation
	
	

	
	
	

	· Maintain safe working practices and undertake any specific duties allocated to you under the College Health and Safety Policies and Procedures.

· Be responsible for promoting and safeguarding the welfare of all learners for whom you have responsibility or with whom you come into contact.
	
	

	
	
	

	Contacts and Relationships

a) Internal 
	
	

	· All College staff and students


	
	

	b) External
	
	

	· Advertising Media, Recruitment Agencies, Members of the     public
· Ensure commitment to customer care at all times.
	
	


	Information/Co-ordination


	
	

	· Maintain confidentiality.
· Ensure compliance with Data Protection Act 2018.
	
	

	· Ensure compliance with Computer Misuse Act 1990.


	
	

	Self and Professional Development
	
	

	· Participate in Staff review and take opportunities for self-development.
	
	

	
	
	

	Quality/Equality of Opportunity
	
	

	· Meet quality standards set in the service area.

· Take responsibility for continuous improvement in area of responsibility.

· Ensure compliance with Bury College Single Equality Policy
	
	


Prepared by:
Director of HR



Date:
June 2026
	PERSON SPECIFICATION
	
	 Method of Assessment
	Essential/ Desirable

	Human Resources Business Partner
	
	
	

	
	
	
	

	QUALIFICATIONS
	
	
	

	· Level 5 HR qualification 

· A good standard of education including Maths and English GCSEs Grade A*-C (or equivalent) or Level 2 Literacy and Numeracy is essential
	
	Application Form
	Essential

Essential



	· Part or Full CIPD Qualification
	
	
	Essential

	· Safeguarding Training to Level 1 is desirable
	
	
	Desirable

	
	
	
	

	EXPERIENCE
	
	
	

	· Minimum of 3 years’ experience working as part of a human resources team
· Experience of working in Further Education
	
	Application Form
	Essential

Desirable

	· Familiar with and has used computerised HR databases/systems
	
	
	Essential

	· Has been involved in recruitment and selection processes
	
	
	Essential

	· Has provided advice and support to managers on a wide range of people and change related issues.
· Successful project leadership
	
	
	Essential

Desirable



	KNOWLEDGE/SKILLS/ABILITIES (Competencies)
	
	Interview
	

	· Up to date knowledge of employment legislation/employment trends
	
	
	Essential

	· Good IT skills, can use Microsoft office, spreadsheets and HR systems
	
	
	Essential

	· Ability to build relationships, gain the confidence of, and influence, others
	
	
	Essential

	· Good analytical and problem-solving skills
	
	
	Essential

	· Coaching Skills

· Ability to work under pressure and to deadlines is essential.
· Knowledge of “Safer Recruitment in Education” and the implications for College Practice


	
	
	Essential

Essential

	PERSONAL QUALITIES
	
	Interview
	

	· Flexible approach to working is essential
	
	
	Essential

	· Customer Focussed
	
	
	Essential

	· Self-motivated

· Proactive with a can-do attitude
· Approachable
· Resilient and determined to make a difference showing tenacity to overcome barriers to make progress
	
	
	Essential

Essential

Essential

Essential

	· Able to work as part of a team
	
	
	Essential

	· A committed and enthusiastic approach to work
	
	
	Essential

	
	
	
	


