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Susanna Hare

Professional Summary 

A multi skilled enthusiastic professional with good all-round HR generalist skills and ability to provide effective advisory and strategic business partner support to the highest levels, effectively communicating with stakeholders and management at all levels. Good organisational and planning skills and can work on own initiative, prioritising and multi-tasking under pressure whilst remaining calm and efficient at all times. Extensive background in HR generalist affairs including recruitment and retention, staff development, mediation, HR record management, HR policies and process development. I fully enjoy representing those I am employed by in the best possible manner ensuring we achieve results as one team, providing excellent services to our customers in a highly professional manner.
Key Skills

	· Human Resources Management 
	· Talent Acquisition

	· Policies & Procedures
	· Recruitment and Training Strategies

	· Employee Relations Cases
	· Project Management 

	· Employee Lifecycle Events
	· Learning and Development


Professional Experience 

July 2019 – Present (Contract)                                                                                                           Optoma Europe Ltd
HR Manager                                                                                  Manufacture and Supply of LED Screens & Projectors 
· Responsibilities for ensuring a full and professional HR service across the EMEA region.

· Strategic partner to Senior Management, advising and supporting on matters such as capability, disciplinary, grievances, pay and employment law, as well as internal company policies and procedures
· Managing the recruitment and selection process to attract and retain the best talent within a budgeted headcount using most cost-effective methods.

· Authorising the issue of contracts of employment, changes to terms and conditions and updates in connection to any legislative changes.

· Managing and completing the payroll process for UK staff on a monthly basis as well as annual requirements for P11D’s and P60’s.

· Reviewing and authorising payroll for EMEA subsidiaries. 

· Managing Reception, Facilities, and Health and Safety teams.

· Responsible for managing the company benefits scheme, including pensions, dental and health insurance.

· Oversee strategy for training and development of staff.
June 2018 – July 2019






Chiltern Support & Housing Ltd
HR Manager                                                                                                                         Supported Living Services
Following my initial employment at CS&H in 2014 I was asked to return to continue the work I had initially created. 

· Act as a strategic business partner to Senior Management and Trustees, advising on all HR related matters and contributing to the positive strategic direction of the business.

· Working collaboratively with Managers to provide understanding and gain buy in for change and growth plans, enabling them to discuss with their teams to find the best business solutions. 
· Responsible for assessing the current company structure, work with the CEO to re-align the business to current needs, implement the people change management programme, including communication, assessing impact, gaining buy-in, full planning and initiation process.
· Advise on any management change issues, including organising training for new systems, redundancies or variations to contracts, etc. to ensure that changes take place within the principles of equity and with minimum of disruption.
· Contribute to the staff planning, working with Division Managers to ensure an appropriate skill mix and equitable cost-effective staffing levels in all Divisions and Units.
· Offering efficient and effective HR services to the Management and employees, providing support and guidance on policy and processes, including best practice and legislative information.
· Ensure that HR policies, procedures and standards are applied consistently and equitably throughout Chiltern Support & Housing Ltd.
· Manage the HR Administrator, Training Administrator and Trainer as well as the Recruitment Co-ordinator.
· Oversee the all recruitment and selection processes so that the organisation meets staffing demands within its divisions.
· Carry out a training needs analysis of the organisation on a regular basis and organise and record all staff training in line with CQC requirements.
· Coordinate all performance management processes by ensuring that appraisals and staff supervisions are carried out and recorded and managers’ performance are reviewed and achieved in line with companywide objectives.
· Investigating and resolve workplace issues, in ways that preserve the employer/employee relationship.
· Looking at strategies for improving staff welfare and morale, including the assessment of benefits.

· Formulating strategies for the improvement of delivery for training and sourcing external providers as well as promoting internal Train the Trainer schemes.
Mar 2017 – June 2018 






Ipsen Biopharm Ltd, Slough, UK                                                                   

Contract  - HR

Provide day to day support with the implementation of the business and people strategy via delivery of HR initiatives. Assist HR and the business in leading, training, motivating, developing and empowering employees in accordance with the company competencies, policies and procedures. Ensure all activities are carried out in compliance with statutory obligations and best practice.
· Employee Relations: Provide advice and guidance to managers and employees on the full range of ER issues in accordance with UK employment legislation, company policy and best practice.  Support the review and development of company policies to build the company as the industry employer of choice.
· Learning and Development: Work with Managers to coordinate the people reviews and succession planning activities. Identify key talent and implement appropriate activities to support succession planning within each of the business functions, always seeking opportunities for the employee’s development.
· Compensation & Benefits: Support and coordinate the annual performance appraisal and individual award processes, monitor outcomes to meet internal metrics and benchmark. Support the development of roles and associated job descriptions, ensure that they are appropriately graded and remunerated. Manage areas of concern.
· General: Manage transactional processes, including recruitment, exit interviews, financial reconciliations, site communications and liaison with HRSS in connection with on-boarding. Contribute to the development and implementation of the HR strategy, locally and nationally and at corporate level. Analyse the people metrics, including headcount reporting, absence and recruitment activity. Recommend amendments to drive business performance. 
· Recruitment: Arrange and conduct interviews and assessment centres with the aim to recruit those who have the correct level of experience as well as excellent fit to company values. Maintaining candidate and agency tracking for data requirements.
Jun 2016   - Mar 2017 






Signature Senior Lifestyles, UK                                                         

HR Manager    

Luxury senior living accommodation, included Dementia clients

· Responsible for all areas of HR support and guidance working with the Heads of Department to ensure legal compliance is fully adhered to and good practice is established throughout in respect of processes and procedures.  Working with business managers to fully understand business priorities.
· Employment Law:  Ensure compliance to UK law including revision and updates of policies and contractual requirements.
· Recruitment: Identify recruitment requirements, advertise, applicant tracking, short listing and interviewing.
· Employee Relations: Provide Management with support and advice in relation to HR issues and ER cases, manage all performance issues, investigations, disciplinary and grievance procedures, including liaison with Legal Advice provider.
· Training and Development: Ensure effective Induction and Mandatory training programmes meet requirements and legislation, co-present the Signature Induction Day, produce training needs analysis and ensure full CQC compliance and track the training matrix.

· Payroll Support: Submit monthly payroll spreadsheet to Payroll as appropriate for new starters, leavers, changes to terms etc. escalate employee queries to payroll. 
· Reporting and Admin: Provide necessary data related to staffing, turnover, recruitment, training and staff records. Issue offer letters and employee contracts, track annual employee survey and following results develop action plans to address any areas identified. Track probation periods for new staff. Track and manage the performance appraisals, supervisions, one to ones and induction programmes.       
· Benefits Administration: EAP, My Signature, pensions and quarterly rising star awards and employee reward scheme.
· Management Responsibility: Manage the Admin/Finance Assistant and the Reception Team of 5.

Nov 2014 – Jun 2016




Chiltern Support and Housing Ltd – multi site, UK                   

HR Manager - Create the HR Function from start up                                                                     

Social Care, Support and Housing for individuals with challenging behaviour

· Creating the HR Policies and Processes, implement and cascade throughout the business as there was no previous HR Department in place. Working collaboratively with Managers to provide understanding and gain buy in, enabling them to discuss with their teams.  
· Offering efficient and effective HR services to the Management and employees, providing support and guidance on policy and processes, including best practice and legislative information.
· Responsible for assessing the current company structure, work with the CEO to re-align the business to current needs, implement the people change management programme, including communication, assessing impact, gaining buy-in, full planning and initiation process.
· Ensure that HR policies, procedures and standards are applied consistently and equitably throughout Chiltern Support & Housing Ltd.
· Act as a strategic business partner to Senior Management, advising on all HR related matters and contributing to the strategic direction of the business.
· Manage the HR Administrator and Training Administrator.
· Advise on any management change issues, including organising training for new systems, redundancies or variations to contracts, etc. to ensure that changes take place within the principles of equity and with minimum of disruption.
· Oversee the all recruitment and selection processes so that the organisation meets staffing demands within its divisions.
· Contribute to the staff planning, working with Division Managers to ensure an appropriate skills mix and equitable cost effective staffing levels in all Divisions and Units.
· Carry out a training needs analysis of the organisation on a regular basis and organise and record all staff training in line with CQC requirements.
· Coordinate all performance management processes by ensuring that appraisals and staff supervisions are carried out and recorded and managers’ performance are reviewed and achieved in line with companywide objectives.
· Investigating and resolve workplace issues, in ways that preserve the employer/employee relationship.

Jul 2010 to Nov 2014





InHealth Group Limited – multi site, UK                                      

HR Officer - Completed CIPD level three                                                                       

Diagnostic Healthcare Provider 
· Leading the HR Central Services Team in the delivery of effective and timely HR Services to the organisation as well as operating as an HR Officer and providing advice to the business areas within my remit.
· I improved and developed myself by attending courses in Managing Sickness Absence, Maternity and Paternity and ACAS Investigation and Disciplinary. 
· Working with the HR Manager on projects including the people side of new acquisitions and service provision changes to the business, the due diligence process, and spreadsheet tracking of terms and conditions for staff moving in and out of InHealth.
· Maintaining the HRIS - Firstly Empower, latterly iTrent
· Provided support to HR Manager to implement a new HR system iTrent Midland. Thereafter management of the new system with any changes and updating the information for the Payroll Manager. 
· Offering superior, efficient and accurate administrative services to the HR Business Partners and HR Manager.  Providing support and guidance to all employees on policy and processes. Current duties include: 
· Leading a team of four within the HR Central Services Group to ensure the team effectively delivered the following: -
· Preparation of all new starter contracts and supporting documentation, managing all matters relating to overseas employee requirements including on boarding, Tier 2 visa sponsorship, management of information contracts and provide support, advice and guidance.
· Managing all absences, special leave requests, flexible working applications, occupational health referrals, long term sickness
· Support HR lifecycle activity such as salary reviews, long service awards, appraisals, competencies etc.
· Supporting HR Managers providing advice and guidance in employee relations matters, taking notes at investigations and hearing.
· Ensure the provision of accurate advice and guidance to all customers as defined in company HR Policies, processes and procedures.
· Administer all pre-employment, CQC & practising privilege checks to meet business needs.
· Administration and production of management information and reporting in an accurate and timely manner, seeing efficiencies and improvements where possible.
· Administer eye care vouchers for all employees. 
· Processing payroll changes, increases and deductions
· Coach and engage with managers surrounding HR policies and practices
· Provide HR advice, guidance and support to managers and employees, recommending solutions or preventative measures and avoiding legally unfair actions
· Responsible for research and implementation of the new Employee Benefit Program, iChoose with the provider Mercer.

Qualifications:


2016

CIPD Level 5 
2015

Qualified NLP Practitioner 
2014

CIPD Level 3 
Additional Social Information: 
· I am very passionate about HR and am a CIPD Member adhering to their code of practice and promote their professional map for behaviour and strategy:
· NLP has helped me coach and support staff to improve behaviours, encourage development and maintain my own positive outlook which then affects the positive behaviours in those I work with. 
· Attended an introductory short course in psychology for further development and understanding of behaviours.
· Attended CIPD Courses on Leadership, Coaching and Mentoring.

References:
Provided on Request

Address: 31 Park Lane, Hazlemere, Bucks, HP15 7HZ


