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JOB DESCRIPTION

Job Title:



People Business Partner
Location:



Home / Field Based
Line Manager:

Senior People Business Partner
Primary Objective 
The People Business Partner is responsible for providing a proactive, professional and effective people management service supporting Operations and Practice Managers to achieve their business goals through maximising the value of their colleagues, developing PortmanDentex as an ‘employer of choice’ and ensuring organisational effectiveness.  Spanning from strategic thinking and thought leadership to brilliant basics via a business partner model, and managing stakeholders as customers.  This role will actively promote a culture of best practice and consistency in all people areas, and contribute to People strategy and projects as the function develops
Tasks/Duties

People Strategy and Planning:
· With the Senior People Business Partner, be responsible for developing our People strategy which supports the goals of our business
· Continually develop and implement on-going processes and system solutions to make the People Team more efficient, such that generalist support services to our colleagues is the very best that it can be.
Business Partnering & Generalist People Support:
· Support the delivery of high quality end-to-end generalist People support for our practices, including recruitment, new starters and leavers processes, payroll and benefits management, employee engagement disciplinary and grievance processes, performance management, talent development and succession planning
· Own the business partnering relationship with the Operations Team, ensuring (through the work of the People team where appropriate) a pro-active client-driven service is provided on all People-related issues
· Constructively influence, challenge and coach Senior Operations Managers, Operations Managers, Practice Managers and other stakeholders across our practices
· Work closely with the Regional People Advisors and People Co-ordinators to ensure all administration of the People Life Cycle to colleagues is completed correctly and within agreed SLA’s.  
Recruitment, New Starters, Leavers:
· Support the Operations and Practice Managers with recruitment and selection processes where required. Identify resource through effective people plans, and propose compensation after undertaking regional benchmarking.  

· Work collaboratively with the Talent Team to ensure that necessary preparations are undertaken to give all new hires the best possible start to their employment.
· Take accountability for ensuring that arrangements for leavers are handled in a professional way and that all of the necessary processes are completed before they leave on the last day.
Reward & Benefits:
· Support the annual salary review and bonus review processes, preparing review materials and liaising with Operations Managers before overseeing the work of the People Team to ensure correspondence and payroll instructions are delivered in an accurate and timely manner.
· Involve yourself on enhancing our colleague proposition through compensation and benefits that are suitable for the company’s operating model and culture, and which reward and retain talented individuals

Performance Management

· Champion the establishment of a performance-orientated environment at PortmanDentex and influence the Operations team to ensure that principles of performance management are embedded into ways of working
· Monitor Performance Management and Development processes, ensuring they are aligned to business objectives.

· Act as a coach to Operations and Practice Managers, providing them with the advice, guidance, support, skills and tools to proactively performance manage their teams effectively.
· Where employee relations issues arise, work closely with the Regional People Advisors to advise the Operations and Practice Managers to resolve the issues, encouraging proactive performance management, best practice and ensuring legal compliance.
· Work with Practice Managers to identifying their own development needs together with those of their teams and actively seek solutions for addressing.
· Deliver soft skills training, coaching and group facilitation as required.

Sharing Best Practice:
· With the People Team, develop, maintain and embed the PortmanDentex culture. 

· Attend monthly Practice Manager and Operations Team meetings to ensure regular and proactive discussion of People initiatives as well as common issues to overcome.
· Provide accurate and timely information to feed into the monthly People Board Report.
· Develop people policies and colleague literature e.g. colleague handbook where appropriate, and facilitate an effective rollout to all colleagues.
· Share and feedback to stakeholders and peers to ensure best practice and consistency across the organisation and to identify new services and innovations.
· Keep the People team, Operations and Practice Managers regularly updated on legal and best practice innovations.
· Promote own and People team successes and create a culture of encouraging feedback on service levels, quality, responsiveness and evidence of our values to ensure continual improvement.

Other:
· Identify, oversee and deliver specific projects as required.
· Support the wider People team with other ad-hoc projects arising from time to time.
· Act as a mentor to junior members of the People team, and be integral to the development of those individuals.
· Ensure you work cross functionally wherever appropriate to maximise success of PortmanDentex.

-----------------------------------------------------------------------------------------------------------------------------------------------
Budgetary responsibilities:

There are no direct budgetary responsibilities, but the role holder is expected to apply commercial thinking to decisions made to ensure money is not spent unnecessarily.  The role holder will also support the People Director with the annual People Budget review.
People responsibilities:

The role holder will line manager a Regional People Advisor and mentor junior team members where possible. 
Key stakeholders:

The role holder will influence the following groups:

· Line management – Operations Director, Senior Operations Managers, Operations Managers and Practice Managers

· Associates and team members

· Executive Board, and Functional leads based in our Support Team i.e. People, Finance

· Support Team services i.e. Clinical, Safety & Quality and IT

(Person Specification on next page) 
Person Specification:

	
	Essential
	Desirable

	Experience
	· Minimum of 3 years’ experience in a HR Advisory/Business Partner/Manager role 

· Experience of providing a proactive HR business partnering service, demonstrating a strong technical understanding of employment law and best practice
· Thorough understanding of HR processes and employee lifecycle, with ability to work independently in the role

· Experience of multi-site client base and working within a fast paced, progressive environment


	· Experience within the Dental Industry

· Experience of people systems e.g. online HR databases, flexible benefit platforms

· Knowledge of up to date employment legislation specific to Republic of Ireland and Northern Ireland.



	Qualifications/ Professional Memberships
	· Degree qualified (or equivalent)

· CIPD part qualified


	· CIPD qualified

	Skills
	· Offer first class levels of customer service to all colleagues to ensure their queries and problems are dealt with quickly and efficiently.
· Be confident and have the gravitas to influence and advise stakeholders at all levels.  Act as a skilful mediator where needed.
· Be confident to provide solutions to colleague queries and problems, by listening and evaluating all possibilities before landing on a final solution.
· Have a can-do, enabling attitude and be comfortable with ambiguity; be adaptable and flexible.
· Possess strong personal organisation skills to prioritise effectively to get the job done.
· Articulate information clearly and effectively both verbally and in written communication to colleagues ensuring culture of the Company is embedded into all messaging.
· Possess strong commercial acumen to maintain the best interests of the company.


	Personal Attributes
	· Integrity and strong values.
· Be a great ambassador for PortmanDentex– embrace the culture, and respect colleagues, patients and visitors.
· Excellence – maintain the high standards that is delivered across the business.
· Possess strong communication skills to deliver pragmatic, constructive and honest contributions to all business conversations in all aspects of your role.
· Ability to remain resilient during times of challenge and change.
· Develop your skills and abilities through learning opportunities that we offer you.
· Motivate yourself and others to achieve great organisational results.  Recognise successes and share opinions or ideas in colleague meetings.
· Act in accordance with the Company policies, and Code of Conduct.  

· Adopt a great attitude towards your work and work environment.



