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JOB DESCRIPTION

	Job Title:
	Division:

	HR Business Partner
	People, Organization and Culture

	Location:
	Responsible to:
	Date:
	Rank:

	London 
	Director, People, Organisation and Culture Division
	October 2019
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1.
JOB PURPOSE

Describe why the job exists

To work in partnership with IPPF Divisions to deliver a strategic and operational HR service that adds value beyond IPPF’s competitors, and that integrates with the business to support IPPF’s Strategic Framework.
In line with Outcome 4 of the Strategic Framework, to strengthen systems in order to support a culture of performance, efficiency, effectiveness and accountability. To champion organisational values and competencies.
2.
KEY TASKS

Describe the main activities undertaken by the job holder.  The list need not be exhaustive, but should reflect the most important features of the job.

1. To integrate strategically with the business:
a. To partner with Team Directors / Line Managers, providing recommendations / solutions through one to one partner meetings and Divisional team meetings. 
b. To meet regularly with individual Team Directors / Line Managers to review implications for organisational design and change, risks and options and plan for them e.g. team restructures, recruitment, anticipated turnover, transfers, secondment and development including talent management.
c. To support the Director, People, Organisation and Culture Division in Divisions’ Annual Programme Budget (APB) formulation and in compiling the annual HR work plan and budget.
d. To collaborate with Team Directors / Line Managers on the optimal development of the HRIS and the provision of metrics reporting to support business outcomes.
e. To coach, advise and build managers’ capacity in HR practice and management e.g. maternity, absence management.
2. To manage generalist HR functions:
a. To develop, implement, streamline (where necessary) and advise on HR policies and procedures, guidelines and tools aligned with business strategy, and that have regard to current legislation and best practice
b. To provide support, advice guidance on international HR to IPPF’s satellite offices (currently Bangkok, Geneva and Melbourne) using legal expertise where required.  
c. To gather intelligence internally and externally and share learning with managers on good people management practices. 
d. To advise on specialist or complex recruitment campaigns. To include e.g. UK Visas and Immigration compliance, DBS compliance, search firm appointments.
e. To manage the job evaluation process.
f. To check and upload monthly payroll.
3. To manage HR specialisms:
a. To work on restricted funded bids and to manage HR projects arising from bids.
b. To ensure that performance management including probation and Performance and Development Review maximises organisational performance and is resource light.
c. To manage employee relations e.g. performance management, discipline and grievance, secretary to the IPPF union Joint Negotiating Committee.

d. To be responsible for occupational health (OH), managing IPPF’s relationship with its OH provider and coaching managers to manage sickness absence and ill health processes.
e. To manage any other HR projects that come up through the People Strategy / Work Plans. 

4. General responsibilities:

a. To ensure gender is effectively mainstreamed within the remit of the post and in line with IPPF’s Gender Equality Policy.
b. To build and maintain positive relationships with all members of staff, and contacts within and outside the Federation. 
c. To become familiar with the Federation’s Health and Safety Programme and Guidelines for using Visual Display Units. To do everything possible to ensure a healthy and safe working environment, including following instructions and guidance. 
d. To take collective responsibility for safeguarding
e. To undertake any other reasonable duties as may be requested from time to time. 

3.
RESPONSIBILITIES

Describe:
a)
staff responsibilities carried by the job holder.

N/A

b)
financial responsibilities carried by the job holder.

Supports the Director, People, Organisation and Culture Division with formulation of the annual HR budget; monitors budget.

c)
advisory responsibilities carried by the job holder.

Advises Team Directors and Managers on HR business. Advises Regional Directors and Divisional Directors as required.
PERSON SPECIFICATION

4.
EDUCATION & QUALIFICATIONS

Describe the likely educational/training background of the job holder.

· Degree or equivalent standard of education

· A recognised HR qualification and CIPD membership (or equivalent standard through experience).
5.
PROVEN ABILITY

Describe the minimum level of professional experience required to do the job.

· Advanced application in generalist HR and HR business partnering to include organisational design and corporate awareness. International HR experience is highly desirable.
· Up-to-date knowledge of employment legislation. 
· Up-to-date knowledge of the INGO sector and the economic, social and political trends affecting the business. 
· Experience of developing and using an HRIS  
6. 
SKILLS

Describe the skills needed to do the job, including languages.

· Excellent communication skills – verbal and written. 
· Solid coaching, training and presentation skills. 
· Well-developed interviewing, influencing and negotiating skills to constructively challenge data and evidence and advise on options to deliver business outcomes.
· Excellent organisational and time management skills required to meet tight deadlines.

· Strong analytical skills to conduct organisational diagnosis. 

· Strong project management skills.

· Excellent financial/budgetary skills.

· Good MS Office skills to include Outlook, Word, Excel and PowerPoint.  

7.
PERSONAL COMPETENCE

Describe the characteristics of effective job performance, eg. sound judgement, ability to maintain confidentiality.

· Willing to travel internationally – about 10 days a year.

· Sound judgement.
· Awareness of and sensitivity to the multi-cultural and diverse environment in which IPPF operates.
· Integrity and ability to maintain confidentiality at all times.
· Understanding of and a commitment to safeguarding including child protection, in a local and international context.
· Supportive of a woman’s right to choose and to have access to safe abortion services.
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