

Candidate Information									

Job Title:		People & OD Business Partner

	Salary: 	
	Grade J:  £43,132- £51,228 per annum pro rata for part time


	Hours:
	Full time hours are 37.5 hours per week

This job can be considered for full time or from 30 hours per week.  We are very happy to discuss working hours to suit individual circumstances.  This role is particularly suitable for compressed hours and can be flexible in approach to school hours.


	Contract: 	
	Permanent




	Disclosure:
	PVG scheme is not required for this position


	Base: 	
	Hybrid working from home and Sustrans Edinburgh hub


	Travel: 	
	This role may involve irregular travel, including overnight stays.


	
	A key part of being the Charity that makes it easier to walk and cycle is that most colleagues cycle, walk, wheel or use public transport for the majority of work their work journeys. We support this with National Standards Cycling Training payment of bicycle mileage and covering the cost of public transport. 


			















Where in the structure this role sits –

	Harry Hayer
Executive Director, 
People and Organisation Development

Tiffany Lam
Strategy Lead – Equity, Diversity and Inclusion 
Andrea Mallalieu
Director,
People Operations
People Operations Team
Vacant
People & OD Business Partner
Jo Sutton
People & OD Business Partner
Learning & Development Team


	


Andrew Ktoris
Director, Organisation Development



	









Job Description - About the Role							         

Overview
[bookmark: _Hlk111542400]Proactively partnering with Directors and senior leadership teams in Scotland, Wales and Northern Ireland to ensure the successful delivery of the People & OD (POD) People Plan. Help to align POD priorities to the organisation’s strategic priorities. Contribute to shaping the direction of the POD Function and improving its operating model, as part of the POD leadership team. Support and challenge leaders to improve colleague engagement and working environment. Support transformation and change projects, ensuring the cultural and people aspects of organisational change are delivered successfully.

Place in Organisational Structure
The post-holder reports to the Director, Organisation Development.

Key relationships
Internal: 	Exec Director of People & Organisational Development
POD leadership team
Wider POD function
Executive Directors / Directors / Heads of level
Colleagues across the charity
Colleague Forum 
EDI networks and groups 
Programme/Project Boards

External (as required)	External suppliers
Candidate Applicants
External networks


Responsibilities may include:
We don’t expect anyone to be an expert in all these areas and as long as you meet the person specification we can train you in any gaps.

Partnering 
· [bookmark: _Hlk111542439]Act as primary advisor and counsel to leaders on strategic people-related matters, providing high quality trusted advice
· Support the development and execution of Directorate People & OD plans, working closely with leadership teams to enable the delivery of the Charity’s strategic priorities 
· Coach Directors to help them make the right decisions and manage their teams through the employee lifecycle, providing a great colleague experience.
· Maintain strong proactive relationships with the wider POD team and other key stakeholders, working together effectively to deliver POD related activities to support the charity
Resourcing
· Working collaboratively with the People Resourcing Manager and EDI Strategy Lead, you’ll support and enable Directorates to find opportunities to attract and recruit more diverse candidates
· [bookmark: _Hlk111542538]Proactively identify key factors affecting workforce planning (supply and demand) and support the POD team in developing proactive and creative resourcing plans to address any issues
· Coach and support the Directorates on retention and succession planning strategies

Capability & Performance
· [bookmark: _Hlk111542566]Enable and support Directors to build high-performing teams which reinforce our values 
· Ensure Directorate capability gaps are identified and there is a development plan in place to address them
· Work closely with the Learning and Development business partner and People Advisors to identify central and directorate specific learning and development needs and interventions
· Coach and challenge leaders to ensure any performance issues are identified and supported through to a resolution
· Ensure the Personal Impact and development (I&D) appraisal process and 70:20:10 learning model is understood and embedded within Directorates

Talent Management
· [bookmark: _Hlk111542760]Support leaders to identify, develop and retain high-potential colleagues, and ensure appropriate development and succession plans are in place

For Everyone
· [bookmark: _Hlk111542775]Support and challenge leaders to ensure inclusion is considered in every people related decision
· Role model being an inclusive leader, lead and champion the ‘For Everyone’ agenda and Sustrans’ values
· Identify and support opportunities to increase equity, diversity and inclusion across the Charity, working closely with the EDI strategy lead

Organisational Development & Change Management
· [bookmark: _Hlk111542942]Lead on the development and delivery of some people projects that flow from the POD Priorities, and drive the successful implementation and embedding of any people and OD initiatives / launches in Directorates.
· Work with the Director, Organisational Development, to identify and deliver a range of OD initiatives, to include improving the capability and effectiveness of leadership / management, and in doing so, improving the overall health of the organisation. 
· Ensuring the cultural and people aspects of any organisational change are delivered successfully
· Using expertise around colleague engagement and change management - coach and support leaders on responding to annual colleague survey results, and share intelligence with the POD leadership team on future interventions that may be required charity wide

This job description does not form part of the contract of employment, but indicates how that contract should be performed.  The job description may be subject to amendment in the light of experience and in consultation with the jobholder.




Person Specification									
The following criteria sets out the method by which the skills, knowledge and experience will be assessed against. Our website has a useful guide about how to make a great job application.

	
	Application Form
	Interview


	Specific experience required
	
	

	Substantial experience of HR / OD partnering at a senior level in a fast-paced organisation
	
	

	Leading talent management and development
	
	

	Development and delivery of people and organisation design & development projects/initiatives 
	
	

	Building capability and driving great performance
	
	

	Experience of leading and embedding change
	
	

	Experience of organisational resource management and workforce planning (desirable)
	
	

	Skills and Abilities
	
	

	Ability to agitate thinking and constructively challenge
	
	

	Exceptional communication skills with the ability to engage an audience both verbally and in writing.
	
	

	Stakeholder management, relationship building, teamworking and influencing skills
	
	

	Desire for continuous improvement and ability to seek out and act on opportunities
	
	

	Able to operate at both a strategic and operational level
	
	

	Specific qualifications/ training required
	
	

	CIPD Level 5
	
	

	MCIPD qualified or equivalent experience
	
	

	Specific knowledge required
	
	

	Up to date knowledge of HR best practice
	
	

	Broad and in depth understanding and application of UK employment legislation
	
	

	Understanding of Organisation Design & Development principles
	
	



This document does not form part of the contract of employment but does outline our expectations. 
If we need to amend this document in the future we will consult with the post holder before doing so.
Everyone at Sustrans									

Our values guide us in everything we do:
· Including everyone
· Having the courage to question
· Acting local, thinking big
· Getting things done, together
· Always learning.

· Sustrans has clear health and safety policies and it is essential that all our colleagues follow these. Very often our teams come into contact with young people through schools work or community engagement so it is everyone’s responsibility at Sustrans to comply with our Safeguarding policies. 

· One of our key strategic goals is to be a charity “for everyone”, building a more diverse and inclusive Sustrans. We recognise there is much more we can do to bring together diverse life experiences and voices to enable us to more fully understand, access and represent the communities we work in. Everyone at Sustrans should support this goal and follow our Equality, Diversity and Inclusion policies and procedures.  

· Sustrans asks that all our employees develop their skills, knowledge and experience through training and personal development activities. Sustrans will support you with clear objectives and a supportive management culture - our teams tell us that one of the great things about working for Sustrans is the learning and knowledge sharing opportunities.

· It is very important that our colleagues are happy and able to work with IT systems - we use Microsoft programmes and other databases every day (we will train you on our bespoke systems).

· It is also important that everyone at Sustrans supports and follows with the charity’s guidance on branding/key messages and contributes towards raising Sustrans’ profile. 

· Everyone at Sustrans is required to work their contracted hours and record their time – if extra hours are worked then we can take time off in lieu.

· We ask that everyone in Sustrans helps us to develop new opportunities for funded work and builds excellent relationships with our delivery partners and stakeholders. 

· Two of our values are we get things done, together and we’re always learning. Managers often require their teams to get involved in activities that are outside of their job descriptions as we feel this is one of the ways you can learn on the job, develop new skills, make new contacts and progress your career with Sustrans. 
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