
 

1. GENERAL INFORMATION 
 
Job Title:  Human Resources Business Partner  
 
Location:  Longbow, Shrewsbury Shropshire 
 
Hours of Work:  37.5  
 
Responsible To:  Head of Human Resources 
 
Responsible For: Nil 
 
 
 
2. JOB SUMMARY 
 
Provision of high-level professional and practical advice and guidance on the full range of 
strategic and transactional HR matters. This will involve building and maintaining 
collaborative and productive working relationships with managers, staff and HR colleagues, 
to establish professional credibility and maintain and expand the service provided for the 
future as well as develop, promote and maintain a culture of healthy employee relations and 
staff involvement and engagement.  
 
This role requires creativity and thinking outside of the box to deliver a highly effective 
specialist HR service, ensuring strong employee relations, solution focussed application of 
HR policies and procedures, and the provision of excellent comprehensive advice and 
guidance. This involves practical implementation of all HR matters including complex change 
management, TUPE, employee relations, talent management, interpretation of policies and 
procedures, recruitment and retention, and performance management.  
 
This role supports the Head of HR in the implementation of the People Strategy, and acts as 
a senior point of contact for managers and staff. 
 
The role holder will be expected to lead on elements of service provision to support the 
Head of HR. 
 
 
3. KEY TASKS AND RESPONSIBILITIES 
 
  
 
Strategic HR 
 
Work with managers and their senior management teams to develop and deliver workforce 
initiatives that will contribute to the achievement of their business plans and objectives. This 
will require an awareness and understanding of factors affecting business, strategic goals, 
and objectives. 



 
In collaboration with the Head of HR, develop and implement the agreed HR and OD 
strategy and action plan and organisational wide People Plans, working flexibly to 
accommodate local departmental issues to create and implement sustainable actions plans; 
building capability, talent management, colleague engagement, organisational design and 
change management.  
 
This will include the following: 
 

• Attendance at regular meetings as required, which will include management 
meetings, employee committees and directorate team meetings.  

• Working closely with Heads of Service to identify individual directorate areas of 
focus, and developing tailored plans accordingly depending on management 
objectives. 

• Providing advice on organisational development programmes – such as culture 
change, talent management, workforce, succession planning, job, and department 
design. 

• Work with managers to identify changes to the workforce that will achieve future 
service needs. 

• Work alongside the Head of HR to design and lead the development of innovative 
welfare and engagement initiatives that enhance employee wellbeing and improve 
performance. 

• Assistance with and implementation of end to end change management and service 
improvement projects including leading on TUPE projects, restructuring and 
managing the day to day running of such programmes. 

 
 
Employee Relations 
 

• To lead and support the HR Advisors in the provision of effective advice, information 
and guidance when dealing with highly complex employee relations cases ensuring 
business risk is minimised in all cases. 

• Provide specialist advice in relation to restructuring and TUPE, supporting both 
incoming and outgoing processes where necessary. This will involve liaising with 
appropriate departments, and affected employees to ensure change takes place 
successfully. 

• Coach and influence managers to develop their people management/leadership 
skills, constructively challenge inappropriate behaviours and deal with difficult and 
contentious issues within the organisation to deliver effective outcomes. 

• Design and deliver training or other OD interventions to improve leadership and 
team performance. 

• Making appropriate interventions as necessary, such as leading casework through to 
successful conclusion by supporting managers and ensuring that prompt action is 

 



taken to address performance matters, such as misconduct, poor performance and 
sickness absence.  

• Participate in and lead on where required, projects supporting the development and 
maintenance of a healthy employee relations and performance management 
culture. 

 
Employment Legislation 
 

• Keep up to date with developments in employment legislation and HR best practice 
to ensure that continuous development and improvement is maintained; and where 
this impacts on policies and procedures, ensure they are kept up to date. Ensure 
these developments are communicated to managers and staff in a timely manner. 

 
Policies and Procedures 
 

• Lead and contribute to the development and implementation of HR policies and 
procedures (including the development and/or delivery of training), making 
recommendations for review and improvements in line with customer 
requirements.  

 
Workforce Information 
 

• Analyse monthly workforce data and provide commentary and HR 
recommendations as required. 

• Analyse workforce statistics and other metrics to support and inform decision 
making to ensure action is targeted in the appropriate area. This will involve 
developing and providing appropriate reports to ensure managers have regular and 
timely access to workforce information and monitoring trends against agreed 
targets on areas such as equality, sickness absence and performance management. 

• Lead the development of and analysis of the annual staff engagement survey and 
support the creation of and monitoring of action plans to address issues of concern 
and development. 

 
Talent Management 
 

• Work alongside the HOHR and departmental managers to solve local challenges in 
the area of performance and to shape and evolve the organisational approach to 
performance management.   

• Work with managers and colleagues to identify and assess training and development 
needs as well as designing and delivering appropriate solutions to meet them. This 
may range from one-to-one coaching to facilitation of groups of people, small 

 



workshops, team building events or large-scale presentations, as well as developing 
management skills in particular areas via coaching. 

 
Project Work 
 

• Proactively lead, manage and successfully deliver complex cross-functional people 
projects across the organisation within specific timeframes. This will include 
managing organisational wide change programmes and ensuring that the HR role is 
clearly adding value and driving organisational improvement. 

• Work alongside the Head of HR and data specialists to drive HR digitalisation and 
process improvement within the HR department.  Lead the implementation of 
continuous improvement initiatives, using business knowledge and intelligence to 
inform changes and develop solutions to ensure that all HR operational systems and 
processes are fit for purpose. 
 
 

Transactional HR Responsibilities 
 

• Deputise for Head of HR as required. 
• Ensure that any information to enable transactional processes to work effectively is 

accurate and provided in a timely manner to meet deadlines. 
• Respond to complex queries from managers and staff and provide advice and 

support when requested. 
• The post holder must act in a professional, sensitive, and confidential manner at all 

times. 
• Participate in HR meetings and training sessions as appropriate. 
• Demonstrate a commitment to own personal CPD. This will involve maintaining and 

updating personal HR knowledge and skills. 
• Undertake any other duties as directed which are consistent with the role being 

undertaken. Please note that these duties are not exhaustive. They are subject to 
on-going review in conjunction with the post holder and the changing needs of the 
organisation. 

• The post holder is required to comply with and actively promote the organisation’s 
equal opportunities policy. 
 

 Analytical and Judgemental Skills 
 

• Lead in the delivery of project plans and wider OD elements identifying risks, issues, 
and dependencies, considering best practice and current options, and ultimately 
making decisions in the best interest of the project. 

• Be responsible for a high standard of work in the delivery of projects on time, to 
quality standards and in a cost-effective manner.  

 



• Ensure relevant data and information are gathered, collated, reported, and acted 
upon in a timely manner. This includes producing HR reports and where necessary 
action plans for the relevant areas. 

• Interpret and compare a range of complex employee relations facts or situations 
requiring analysis to highlight issues, risks and support decision making. 

• Identify and gather workforce information data to write reports summarising status 
on issues, appraising outcomes, and providing progress reports. 

• Provide and receive highly complex, sensitive, and contentious information, 
presenting information to a wide range of stakeholders in a formal setting.  

 
Partnership Working 
 

• Partner with all stakeholders on all aspects of HR to gain a thorough understanding 
of service needs and ensure HR genuinely adds value. 

• Challenge the status quo and prove how HR can help achieve the culture shift and 
transformation required to improve communication and knowledge sharing. 

• Support and integrate the new values and behaviours into the ways of working 
across all elements of the people lifecycle. 

• Build management capability through coaching and challenging on people 
management and decisions. 

• Work with HR advisor and recruiting managers on senior vacancies ensuring top 
talent is brought into the business and ensure candidates have an exceptional on 
boarding experience. 

• Create solutions to people issues, which enable stakeholders to better meet their 
commercial objectives. 

• Use data and metrics to identify potential issues and support decision-making that 
increases employee engagement. 

 
4. PROBATIONARY PERIOD 
 

This post is subject to the requirements of a six-month probationary period for new 
staff only.   

 
5. STANDARDS OF BUSINESS CONDUCT 
  

The post holder will be required to comply with Shropdoc Policies and Procedures 
and, at all times, deal honestly with Shropdoc, with colleagues and all those who 
have dealings with Shropdoc including patients, relatives and suppliers. 
 
All Shropdoc staff may be involved directly or indirectly with people who are 
receiving a health service.  Therefore, Shropdoc is exempt from the Rehabilitation of 
Offenders Act (1974) and this post may be subject to a Criminal Records Bureau 
disclosure. 
 

 



6. PROFESSIONAL REGISTRATION 
  

i. If you are employed in an area of work which requires membership of a 
professional body in order to practice (e.g. Nursing & Midwifery Council for 
Nurses), it is a condition precedent of your employment to maintain 
membership of such a professional body.  It is also your responsibility to comply 
with the relevant body’s code of practice.  Your manager will be able to advise 
you on which, if any, professional body of which you must be a member. 

ii. You are required to advise Shropdoc if your professional body in any way limits 
or changes the terms of your registration. 

iii. Failure to remain registered or to comply with the relevant code of practice may 
result in temporary downgrading, suspension from duty and/or disciplinary 
action which may result in the termination of your employment. 

iv. If you are required to have registration with a particular professional body or to 
have specific qualifications you must notify your manager on appointment of 
such fact and provide him or her with documentary evidence of them before 
your employment commences or, at the latest, on your first day of employment.  
Furthermore, throughout your employment with Shropdoc, you are required on 
demand by your manager to provide him or her with documentary evidence of 
your registration with any particular professional body or in respect of any 
required qualifications. 

 
7. CONFIDENTIALITY and INFORMATION GOVERNANCE 
 

All staff may have access to confidential information about patients, staff or any 
Shropdoc or Health Service business.  On no account must such information be 
divulged to anyone who is not authorised to receive it.  Confidentiality of 
information must be preserved at all times whether at or away from work.  Any 
breach of such confidentiality is considered a serious disciplinary offence, which is 
liable to dismissal and/or prosecution under statutory legislation (Data Protection 
Act) and Shropdoc’s Disciplinary Procedure. 
 
All staff must act within legislation, policies and procedures relating to information 
governance 

 
8. DATA PROTECTION AND THE DATA PROTECTION ACT 1998 
 

If you have contact with computerised data systems, you are required to obtain 
process and/or use information held on a computer or word processor in a fair and 
lawful way.  To hold data only for the specific registered purpose and not to use or 
disclose it in any way incompatible with such purpose.  To disclose data only to 
authorised persons or organisations as instructed. 
 
All staff who contribute to patients’ health records are expected to be familiar with, 
and adhere to, Shropdoc’s Records Management Procedure.  Staff should be aware 
that patients’ records throughout Shropdoc will be subject to regular audit. 
 

 



All staff who have access to patients’ records have a responsibility to ensure that 
these are maintained efficiently and that confidentiality is protected in line with 
Shropdoc Records Management Procedure. 
 
All staff have an obligation to ensure that health records are maintained efficiently 
and that confidentiality is protected.  Staff are also subject to this obligation both on 
an implied basis and also on the basis that, on accepting the offer of their position, 
they agree to maintain both patient/client and staff confidentiality. 
 
In addition, all health professionals are advised to compile records on the 
assumption that they are accessible to patients in line with the Data Protection Act 
1998. 

 
9. HEALTH AND SAFETY 
 

All staff must act within legislation, policies and procedures relating to Health and 
Safety 

 
 All staff must attend statutory/mandatory training as instructed 
 

All staff must be familiar with Shropdoc’s Health and Safety Policy, including a 
thorough understanding of personal responsibilities for maintaining own and the 
health and safety of others. 

 
10. RISK MANAGEMENT 
 

All Shropdoc employees are accountable, through the terms and conditions of their 
employment, professional regulations, clinical governance and statutory health and 
safety regulations, and are responsible for reporting incidents, being aware of the 
risk management strategy and emergency procedures and attendance at training as 
required. 
 
The post holder will ensure compliance with Shropdoc’s risk management policies 
and procedures.  These describe Shropdoc’s commitment to risk management, the 
recognition that our aim is to protect patients, staff and visitors from harm and 
stress and that all staff have a responsibility to minimise risk. 

 
 
11. INFECTION CONTROL 
 

All staff are required to be familiar with Shropdocs infection control policies and 
procedures and national guidance in relation to infection control.  All staff whose 
normal duties are directly or indirectly concerned with patient care must ensure that 
they complete mandatory infection control training and are compliant with all 
measures known to be effective in reducing Healthcare Associated Infections.  
 

 

 



12. SAFEGUARDING 
  

Shropdoc is committed to ensuring the safeguarding of vulnerable adults and 
children in our care.   All employees are required to be familiar with their 
responsibilities and to raise any concerns as appropriate.   An overview of 
Safeguarding is covered during induction and staff will be required to attend 
additional training regarding Safeguarding relevant to their position and role. 

 
13. EQUALITY, DIVERSITY AND HUMAN RIGHTS 
  

The post holder will treat all colleagues, service users and members of the public 
with respect and dignity regardless of their gender, age, race, religious beliefs, 
religion, nationality, ethnic origin, social background, sexual orientation, marital 
status, disability, criminal background and Trade Union status.  Shropdoc has a 
policy on Equality and Diversity and it is the responsibility of all staff to ensure that it 
is implemented and contribute to its success. 

 
14. HARASSMENT AND BULLYING 
 

Shropdoc condemns all forms of harassment and bullying and is actively seeking to 
promote a workplace where employees are treated with dignity, respect and 
without bias.  All staff are requested to report any form of harassment and bullying 
to their line manager or to the Personnel Manager or any other Manager within 
Shropdoc. 

 
15. QUALITY 
  

It is the responsibility of all staff to adhere to company procedures as defined in the 
Quality Manual, ensuring high quality in patient care at all times.  Shropdoc conducts 
its patient care and related services: 
 
- Through a commitment to good patient care and to the quality of its clinical 

practices 
- By ensuring that all patient care and related services are conducted according to 

established protocols and specified requirements; 
- By requiring all personnel to be familiar with and trained in the quality policy, 

the quality management system and related documentation, practices and 
administration 

- Through commitment to provide patients, Member GPs and associated LHBs 
and PCTs at all times with a service that confirms to Shropdocs quality 
management system which itself complies with BS EN ISO 9001. 
 
 
 
 
 
 

 



 
16. TRAINING 
 
 All staff must attend statutory /mandatory training as instructed. 
 
 
17. NO SMOKING POLICY 
 

There is a smoke free policy in operation in Shropdoc.  In accordance with this policy 
smoking is discouraged and is not permitted anywhere within the buildings or within 
15 metres of Shropdoc main buildings. 

 
18. REVIEW OF THIS JOB DESCRIPTION 
 

The above duties and responsibilities are intended to represent current priorities 
and are not meant to be an exhaustive list.  The post holder may from time to time 
be asked to undertake other reasonable duties and responsibilities.  The Job 
Description will be reviewed at least annually in conjunction with the post holder.  
Any changes will be made in discussion with the post holder according to service 
needs.  
 

 
19. JOB DESCRIPTION AGREEMENT 
 
 
Post Holders Name: …………………………………………………………………………………………………… 
 
Post Holders Signature: …………………………………Date: …………………………………………………. 
 
Line Managers Name: ……………………………………………………………………………………………….. 
 
Line Managers Signature: ………………………………Date: ………………………………………………… 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



Person Specification 
 (Supporting our Policy on Equal Opportunities in Employment) 

 
Shropshire Doctors Co-Operative has declared its commitment to equality of opportunity in employment 
and set standards which enhance individual rights protected at law.  These are set out in the written 
Policy document which is freely available to applicants for employment and to existing staff. 
 

The under mentioned are the job-related requirements for this post 
 

Requirement • Essential Desirable Evidenced by 
Education / Training 
/ Qualifications 

• CIPD qualified to level 5 
(minimum) 

• Demonstrates commitment to 
own Continued Professional 
Development (CPD) 

• Member of the 
Chartered Institute 
of Personnel 
Development 

 

Knowledge / 
Experience 

• Experience of working in a high-
quality busy HR function dealing 
with various issues across 
employee relations issues e.g. 
investigations into disciplinary 
cases, staff grievances, 
organisational change meetings 
etc.  

• Experience of operating a HR 
Business Partner approach within 
complex organisations and for a 
range of stakeholders  

• Experience of advising and 
influencing managers in the 
interpretation of HR Policies, HR 
Procedures and terms and 
conditions of employment  

• Experience of presenting HR 
related training and ability to 
produce training packages  

• Good working knowledge of UK 
employment law, including 
disciplinary / grievance, sickness 
absence, maternity / paternity 
provisions, terms, and conditions 
of service etc.  

• Line Management experience  
• Experience of producing and 

presenting clear, concise, and 
well-argued reports e.g. for case 
hearings and appeals.  

• Experience of  
       working in the  
       NHS, in addition  
       to experience  
      within another  
       sector would be  
       desired 

 

 



• Experience of producing 
accurate, high quality HR 
Management Information and 
good analysis for reporting and 
monitoring purposes.  

• Evidence of managing a range of 
HR-related projects through to 
successful conclusion 

• Experience of leading 
change/transformation 
programmes 

 
Skills / Abilities 
 

• Communicate succinctly, clearly, 
and accurately, both verbally 
and in writing  

• Ability to negotiate with senior 
stakeholders on controversial 
issues and present complex and 
information to influential 
groups.  

• Apply business acumen to 
identify and assess emerging 
workforce related issues and 
advise on appropriate responses 
and interventions  

• Presentation skills to small and 
large groups  

• Be an effective team member 
who can relate to colleagues at 
all levels across the organisation 
with tact and diplomacy  

• Recognise your own job role 
boundaries / limits of practice 
and know when to ask for 
guidance  

• Interpret policies, terms and 
conditions and guidance 
documents to ensure the 
support and guidance you 
provide are in line with our 
Organisation’s working 
practices, showing attention to 
detail  

• Prioritise own workload and 
take responsibility for delivering 
results within agreed timescales 

  

 



and standards with changing 
priorities and pressures  

• Use initiative to look out for 
issues at work, acting quickly 
and calmly to focus on finding a 
solution  

• Ability to solve highly complex 
and sometimes sensitive and /or 
contentious problems and apply 
innovative solutions, ensuring a 
win/win outcome (sometimes in 
situations where limited or 
partial information is available)  

• Ability to analyse, interpret 
complex information and 
produce accurate statistical 
reports and dashboards on a 
regular basis  

• Respectful to others with 
exceptional active listening skills 

• Open and honest ensuring 
approachability at all times 

• Good understanding of using 
and interrogating HR 
information Systems 

• Strong PC literacy  
 

Interpersonal Skills • Ability to understand and show 
empathy for others.  

• Ability to deal with difficult and 
confrontational situations using 
influencing and negotiation skills  

• Being able to motivate and 
encourage others to achieve 
team success.  

• Friendly and positive demeanour 
• Able to express own ideas, 

whilst thoughtfully listening to 
others. 

• Strong ‘can do’ attitude 
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