Human Resources Officer 

	Role Objective:

Support the HR Manager, to provide a professional Human Resource service to all levels within the organisation, and establish and maintain best practice employment policies in accordance with legal and business requirements.



	Key Functions:

· Ensure application and enforcement of all company policies and procedures (health & safety; quality; hygiene; HR; etc.);

· Assist line managers with the application and enforcement of all company policies and procedures in a fair and consistent manner;

· Ensure Bemis Swansea Limited is operating within all employment law requirements;

· Maintain positive and constructive employee relations with all level of employees, and develop an effective working relationship with union shop stewards;
· Assist the HR Manager to create, develop and review Company HR policies on an on-going basis to ensure they meet legislative requirements;

· Plan and carry out recruitment activities to ensure adequate numbers of appropriately trained personnel are available to meet business objectives;

· Interview for employees as necessary, and have input into final decision;

· Organise & co-ordinate induction programme effectively for all new temporary employees to ensure they understand the organisational goals and priorities;

· Develop and maintain employee records and time & attendance system;

· Support the HR Manager in actively leading  the Training & Education Pillar;
· Develop and maintain training and appraisal system to ensure all individuals possess the requisite skills to perform their role safely, productively and at the required quality;
· Ensure all training records are kept up to date to meet necessary standards;

· Ensure external training courses are booked, and appropriate pre and post training paperwork is completed;

· Run internal training courses on Company policies and procedures;

· Ensure all Role definition paperwork is kept up to date in line with changes in individuals roles;

· Ensure appropriate payroll system is in place and provide support and relief cover for the Payroll Officer;

· Ensure consistent application of the Company disciplinary procedure, and be involved at all appropriate levels of the process;

· Provide timely advice and support to Managers and employees e.g. payroll queries, absence issues; interpretation of company policies etc.; 
· Liaise with the Occupational Health team to ensure all referrals and recommendations are progressed in a timely manner;

· Ensure the monthly HR Reports are compiled in a time manner and submitted to the HR Manager for approval;
· Provide confidential administrative support to Managers;

· Assist the HR Manager with HR Projects;

· Assist the HR Manager with the on-going development on the HR Intranet

	Skills required:

· Qualification: Degree level in Business/Administration/HR;

· Member of CIPD;

· Minimum of 3 years hands-on experience in a generalist HR function, preferably in a manufacturing environment;

· Up-to-date employment law knowledge;

· Competent Administrator;

· Proven ability to plan & organise;

· Proven decision making skills;

· Team orientated;

· Flexible approach;;

· Training skills;

· Proven problem solving & analytical skills;

· Communication and presentation;

· Financial understanding;

· Resilient;

· Counselling skills;

· Competent user of Microsoft Office and HR Systems;

· Knowledge of quality and hygiene systems;

· Safety awareness;



	Objective Measurements:

Technical

· Department targets and objectives are met – safety, quality, hygiene, costs, HR;

· Bemis Swansea Limited complies with all employment law requirements;

· HR policy is created for all area of employment law in a timely manner;

· Appropriate recruitment media is used for each job vacancy;

· Job vacancies are filled within 2 months of arising;

· Induction programme is carried out for all new and temporary employees;

· Employment references are carried out for all new employees;

· Pre-employment medical is carried out for all new employees;

· Role definitions and the following structure are in place for all staff positions;

· Weekly attendance to the Training & Education Pillar meetings;

· Individual staff annual appraisals are developed and identify appropriate training requirements;

· Training records meet the necessary quality standard requirements;

· T&A system meets business requirements;

· Up-to-date employee records are maintained;

· Payroll system meets business requirements and employee expectations;

Leadership/Decision making

· Training for all staff employees is appropriately prioritised and carried out accordingly in a timely manner;

· Accurate interpretation of employment legislation is implemented effectively;

· Consistent application of HR policies and procedures (e.g. disciplinary, etc.);

· Consistent advice is given to Managers and Supervisors;

· Recruitment interviews are carried out effectively, and suitable candidates identified accordingly;

· Analysis of headcount data indicates whether appropriate recruitment decisions have been made.

Communication/Presentation

· Weekly update meetings with the HR Manager;

· Daily updates to the HR Manager and Plant Manager on key issues that arise;

· Bi-monthly shop steward meetings are arranged and attended, and appropriate minutes produced;

· Arrange and lead meetings to communicate key events to department; 

· Produce monthly reports;
· Prepare and deliver presentations to all levels (internal & external) in a clear and concise manner, such that information is clearly understood.

· Be proactive in arranging and leading meetings when necessary (e.g. HR issues; etc.).




