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Human Resources Manager
Job description

S4C is looking for an HR generalist to deliver a comprehensive service covering all aspects of Human Resources practices and processes across all its sites.  
You will initiate and develop HR interventions to ensure the proper implementation of S4C’s strategy and objectives. 
You can also expect to be hands-on, working with staff and managers on operational HR matters.
______________________________________________________________________________

You will be required to (but not limited to): 
Provide a comprehensive HR service to S4C managers and staff, including:
· Developing and implementing HR strategies and initiatives aligned to the overall business strategy 
· Assisting with all HR aspects of the S4C re and co-location programme (moving S4C’s HQ to Carmarthen in 2018 and collocating broadcast and technical operations with the BBC in Central Square in 2019) 
· Working closely with managers to understand and implement HR policies and procedures
· Advising and supporting staff on a proactive basis including providing regular HR surgeries
· Supporting with recruitment and selection processes including induction and exit
· Keeping up to date with UK employment legislation and advising/updating policy as appropriate
· Managing employee relations issues ensuring that all cases are managed to meet best practice requirements
· Nurturing good working relations with union representatives 

· Monitoring and developing performance review and performance management processes to drive high performance
· Ensuring delivery and development of the S4C People Plan
· Overseeing all staff records and providing regular reports to the senior management team

· Co-ordinating work placements and apprenticeship processes

· Assessing training needs and formulating a training and development plan, delivering training as necessary
· Gathering and evaluating market data to measure the organisation’s competitiveness for salary reviews, compensation and benefits packages

· Managing any HR team members as appropriate, overseeing, and delivering as appropriate all transactional HR and admin  to ensure all records are kept up-to-date
· Nurturing a positive working environment to promote respect,  equality, and diversity in keeping with the culture of the organisation
· Any other reasonable duties as required by your line manager
Additional to your individual responsibilities, you will work together with your colleagues and others to ensure that S4C meets its corporate objectives and achieves creative excellence.

You will contribute to discussions and meetings that relate specifically to your main individual responsibilities and more broadly where it benefits S4C in general.

In order to ensure a safe place of work for staff you will act in accordance with the Health and Safety Policy and will implement recommendations from risk assessments
Person Specification

	Characteristics
	Essential
	Desirable



	Qualifications


	
	CIPD

	Experience


	Proven:

HR generalist experience at operational and strategic level
Experience of managing change in an organisation, including introducing new ways or working, culture change and reorganisations
Experience of recruitment including at a senior level

Experience of training and development planning and delivery

	Experience of managing a TUPE transfer

	Skills and knowledge


	Thorough, up-to-date knowledge of employment law and HR best practice

Excellent organisational skills 

Ability to work autonomously and as part of a team

Active listening, negotiation and presentation skills
Excellent interpersonal skills and ability to build relationships with people at all levels
Ability to communicate effectively orally and in writing in Welsh and English

	

	Personal characteristics


	Self-motivating with the ability to work without supervision.

The ability to deal with confidential and sensitive situations effectively
People orientated and results driven


	


Further details 

Location:
Your normal place of work initially will be at S4C's premises located at Parc Tŷ Glas, Llanisen, Cardiff, CF14 5DU but it is expected that this role will be located in S4C’s premises in Carmarthen, Canolfan S4C Yr Egin, from September 2018 onwards.  You will also be expected to travel to wherever S4C reasonably requires, from time to time.
Salary:
To be discussed dependent on experience 

Contract:
2 years  
Hours of work: Normal office hours are 9.00am - 5.15pm Monday to Friday and from 9.00am – 
4.45pm on Fridays but due to the nature of the job a certain amount of flexibility is expected from time to time, including working on some weekends. 

Probationary 
There will be a probation period of 6 months in order that the employer can assess period: 
performance, behaviour and attendance at work.  The employer reserves the right to 

terminate the contract during the probation period by giving 1 week’s notice. 

Holidays:
In addition to statutory bank holidays, you will be entitled to 26 days leave with pay during the contract period, such period to run from 1 January.  

Pension:
Employees are entitled to join the S4C Group Personal Pension Plan subject to the terms of any plan in existence and amended from time to time.  If you join the Group Personal Pension Plan, the employer will contribute 10% of your basic wage to the Plan.  You are expected to contribute 5%.

Applications 

Applications should be sent by 12:00 midday on 27 November  2017 to adnoddau.dynol@s4c.cymru or to Human Resources, S4C, Parc Tŷ Glas, Llanisen, Cardiff, CF14 5DU.

Please note, CVs will not be accepted.

An application submitted in Welsh will not be treated less favourably than an application submitted in English.

S4C does not allow discrimination based on sex, race, colour, disability, ethnic or socio-economic background, age, family circumstances, marital status or civil partnership, part time or full time workers, religion, political persuasion, sexual orientation, gender reassignment, pregnancy and maternity, use of language (other than where the ability to communicate in Welsh is essential for the post) or other irrelevant distinction and is committed to work with diversity in a positive way.  S4C welcomes and encourages applications from groups of underrepresented including black and ethnic minority groups and people with disabilities.  The principles of fair and open competition will apply and appointments will be made on merit
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