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JOB DESCRIPTION
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ROLE: Group HR Manager (Maternity cover, one year)
SALARY AND BENEFITS: Negotiable
REPORTS TO: Director of HR and Organisational Development
WORKING HOURS: Monday to Friday 40 hours a week 9:00 to 18:00pm

The B & S Group is a privately owned pharmaceutical company which manufactures and distributes pharmaceutical and healthcare products to the UK market. Established in 1999 we offer a wide range of products and services which includes specials, generic drugs, branded medicines, parallel trade and over-the-counter (OTC) medicines.

Our Vision is to have the strengths and financial disciplines of a big company combined with the leanness, agility and warmth of a small company. Being a family run business, we have grown at a phenomenal rate, from just four people to over 1000 in a short space of time and still growing! Investing in our people has been the key to our success; enthusiasm and passion are the key traits we look for. 

We are now looking for an experienced HR Manager to cover maternity leave for one year.
PRIMARY RESPONSIBILITIES
To oversee the daily running of two busy Human Resources teams in the UK and India, serving over 1000 employees. To oversee Payroll and administration, Recruitment and Selection, Employment Relations and manage projects from start to completion. 

To ensure the HR team are keeping up to date with company changes. In addition this role sits on the companys Operations Board which reports into the Group Board of Directors. 
 
RESPONSIBILITIES INCLUDE:
 

Recruitment and Selection
	· Advising Managers and Directors on recruitment solutions and market benchmarks

	· Advertising and sourcing on job portals

	· Writing Job Descriptions

	· Pre-screening potential candidates

	· Carry out interviews and testings

	· Negotiating offers


· Arranging and conducting interviews for Senior positions
· Advising and coaching Managers and Directors on Recruitment and Selection

· Liaising and building relationships with third party agencies.

	Immigration 

	· Overlooking immigration process

· Assessing Risk and providing solutions

	· Immigration - Manage existing compliance


 

Employee Relations
· Provide guidance and advice on all employee relation issues including attendance management, disciplinary & grievance procedures and change management.
· Providing guidance and support on disputes.
· Managing restructuring projects including TUPE, redundancies and departmental changes 

· Assisting with change management initiatives

Employment Law
· Ensuring Managers and Directors are aware of the implications of current and new legislation to minimise risk and exposure to the Company.
· Advising and guiding on localised regulations (India)
· Advising on company policies and procedures

Talent Management

· Working with the Learning and Development team on performance management and talent management

· Advising Managers and Directors on reward and recognition initiatives

· Providing yearly salary survey reports 

 Team Management
· To keep the team engaged and motivated in achieving the departments Key Performance Indicators

· To carry out one to ones 

· To train and develop direct reports

· Conducting weekly HR team meetings across sites

 

Other responsibilities
· Continually review processes and procedures to become more leaner and efficient

· Keeping up to date with legislations and external factors which may affect the business 

· Flexible to cover annual leave

· Any other duties as and when required

· To undertake any HR projects identified that are commensurate to the role
ESSENTIAL EXPERIENCE
· Previous experience in a similar role is required

· CIPD qualified or equivalent experience

· Full Driving License (travel to Ruislip, Perivale and Essex required)

· Knowledge of Employment Law is essential

· Experience with organisational restructure

· Clear speaking, listening and written communication skills

· Ability to use own initiative

· Ability to adapt to change in a fast paced environment

· Ability to problem solve

· Ability to meet tight deadlines

· Ability to effectively deal with conflict

· Ability to multi-task and stay organised

· High attention to detail

· Ability to stay calm under pressure

· Ability to work in a team

· Competent in MS Office

· Competent in using Internet Explorer
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