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JOB DESCRIPTION

People Manager (maternity cover)
Location:

London
Reports to:

Head of People
Responsible for:
People Advisor, People Assistant
Grade:


5
Who we are
We are the RPS, the professional membership body for pharmacists and pharmacy in Great Britain. 

Our mission is to put pharmacy at the forefront of healthcare. Our vision is to be the world leader in the safe and effective use of medicines.  

What we do

Since RPS was founded in 1841 we have championed the profession, and are internationally renowned publishers of medicines information. 

We advocate for the profession of pharmacy putting them at the forefront of healthcare through influencing policy at a local, regional, national and international level. 

We publish high quality standards, guidance and reference sources to support all healthcare professionals deliver the safest and most effective care for the people they serve.

We support our members to develop their skills and provide guidance and advice to help them progress through their professional career.

Together, we are pharmacy.

How we work 

Our Behaviours guide the way we act: 

Be inspiring: We inspire advances in pharmacy practice to deliver our Vision. We work together as one team towards a common goal.    

Be relevant: to each other’s needs and those of our members, the pharmacy profession and the public.
Be empathetic: to the challenges our colleagues and members face. 

____________________________________________________________________________

job purpose


Acts as a deputy to the Head of People to manage the operations of our people activities, covering the whole employee lifecycle. This role will translate our strategic objectives into clear deliverables and drive their delivery, whilst ensuring we provide a customer focussed service.  
The role will support and empower direct reports and other colleagues to contribute but also deliver on day to day activities. The People Manager constantly looks to develop and implement better people practices and by doing so helps drive us towards being a great place to work.
Main Accountabilities 
1. Leads the operations of the People team and drives the team project plan, delivering improvements to systems and procedures to improve efficiency in the department. Managing all HR operations, including payroll, absence management, L&D and the recruitment life cycle.
2. Supporting the Head of People to plan, budget and deliver value-adding initiatives which have a positive impact on our culture and employee engagement, and are also in line with our People behaviours. Initiatives include inclusion and diversity and wellbeing programmes.
3. Develops relationships with senior colleagues, learns and understands our organisation and our customers/members which enables us to an excellent service, keeping our people and our customers at the heart of what we do. 
4. Provides professional and confidential advice where necessary. Offers coaching, constructive challenge and objective feedback to directors, heads and managers.

5. Work closely with the People Business Partner to support change management and employment relations issues where necessary.  Identifying any potential risks to the business, fully considering the right course of action and identifying areas for improvement.  Company and legal procedures are followed.

6. Coordinates and/or delivers learning and development initiatives in line with the L&D strategy.  Facilitate course evaluation to ensure their effectiveness. Monitor the completion and quality of performance development reviews across RPS and collate the identified training needs.  Use people plans to plan learning initiatives and manage the L&D Budget.
7. Ensures that information within our HRIS remains accurate and produces robust management information aligned to business needs.  Maintaining data protection at all times. 

8. Ensures the timely and accurate production of relevant HR correspondence and contractual documents.
9. Actively reviews and updates People policies and procedures and the People Policy Library.
This list is a summary of the main accountabilities of this role and is not exhaustive. The role holder may be required to undertake other reasonable duties from time to time.
Success Measures

· People projects are well planned and coordinated, and delivered within budget and on time;

· Our people are provided with clear, relevant and effective support which is compliant with organisational policy and employment legislation;
· Payroll is delivered accurately and on time each month and documentation is prepared in a timely and accurate manner;
· Adherence to deadlines for management reports, payroll completion and sign-off, payment of invoices;

· People team systems are kept accurate and up-to-date;

· Driving value adding learning and development

· Flexible but tenacious approach to delivering projects to assist the business to deliver its organisational plan.
Knowledge & Skills for this job

· Proven experience in HR and payroll. 
· CIPD qualification (with Graduate or Associate (Assoc. CIPD) level membership) or equivalent;
· Significant experience in managing and bringing out the best in people.

· Proven experience in managing and delivering projects, particularly around process improvement. A project management qualification is desirable.
· Working knowledge of employment legislation and GDPR, and practical experience of managing employee relations and change management casework;

· Solid experience of managing relationships with external payroll/benefits providers;
· Experience of administering and using HR databases and associated report and self-service functions;
· Experience of creating, delivering and managing learning and development initiatives;
· Strong IT and numeracy skills, with experience in using Microsoft Word, Excel, PowerPoint and Outlook;
· Ability to deal tactfully and diplomatically and maintain confidentiality with internal and external stakeholders to deliver solutions;
· Ability to self-start and own project streams straight away.
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