HR BUSINESS PARTNER

We are the Lyric Hammersmith Theatre. We produce bold and relevant world-class
theatre.

We are committed to being vital to, and representative of, our local community and
to being a major force in London and UK theatre. We develop and nurture the next
generation of talent, and provide opportunities for young people from
all backgrounds to discover the power of creativity.

Right in the heart of Hammersmith, your beautiful theatre is here for everyone.
HOW TO APPLY

To apply for the post, please:

1 Complete an application form in type or black ink. Use the Supporting
Information section on the form to explain why you are interested in this role and
how your experience and skills match the person specification.

1 Return the application form and equal opportunities monitoring form by email to
jobs@lyric.co.uk.

1 Do not submit CVs, as these are not accepted.

The deadline for receipt of completed applications is 10am on Thursday 03 February 2022.
Interviews will take place on Monday 07 February 2022.

If you would like to submit your application form in another format or require this information
pack in a different font or format, we would be happy to accommodate this. Please contact
the Administration & HR Team on 020 8741 6822 option 2 or jobs@lyric.co.uk to discuss a
suitable alternative.
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JOB DESCRIPTION FOR THE POST OF: HR BUSINESS PARTNER

RESPONSIBLE TO: Director of Finance and Resources

CONTRACT: Permanent Part-time (0.6 FTE).

SALARY: £45,000-£50,000 pro rata, depending on experience
HOURS: Core office hours are 10am-6pm, Monday to Friday.

However, individual departments may introduce or
operate individual work patterns specific to their
needs.

The post-holder will be expected to fulfil the hours
required to do the job, including some evening and
weekend work.

The Lyric has a House Agreement that details our
approach to annualised hours for all staff.

HOLIDAY: 30 days per annum (pro rata) inclusive of public
holidays, with an additional day added for each year of
service, up to a maximum of 35 days

PENSION: Up to 3% matched pension contribution after
qualifying period

NOTICE PERIOD: 3 months

PROBATIONARY PERIOD: 6 months

OTHER BENEFITS INCLUDE: Season ticket loans, Cycle to Work Scheme,
Employee Assistance Programme, Staff Ticket
Scheme including complimentary and discounted
theatre tickets, and staff catering discounts

COMPANY STRUCTURE

The Lyric's operations are managed by two companies: Lyric Hammersmith Theatre (the charity)
and Lyric Hammersmith Enterprises (a trading subsidiary).

Lyric Hammersmith Theatre has 42 permanent full-time and part-time staff, 3 teams of casual
staff (Ticket Office, Visitor Services and Young People), and engages hundreds of freelancers
in artistic and creative roles.

Lyric Hammersmith Enterprises manages the Lyric's bar, in-house catering and hires and events
operations. It has 2 permanent managerial staff, 3 permanent catering staff and teams of casual
kitchen and bar staff.

The Lyric's organisation chart is available on request — please email jobs@lyric.co.uk if you'd
like to request a copy.
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THE WIDER TEAM

This role is part of the Finance and Resources team:
Director of Finance and Resources

HR Business Partner (this post)

Head of Finance

Head of Building & Facilities

Administration Manager (currently recruiting)
Finance Officer

Facilities Assistant

Security Supervisor
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MAIN PURPOSE OF THE ROLE

The HR Business Partner is the strategic and operational lead for the Lyric’'s management
of its workforce, ensuring a positive, transparent and supportive culture.

The HR Business Partner is responsible for ensuring the Lyric's HR policies, processes and
practices are effective across the whole organisation, and that the Executive and Senior
Management Teams are fully supported by a professional HR function.

The Lyric relies on a complex workforce that includes casual staff (including hospitality staff
on zero-hour contracts) and freelancers (self-employed creative, production and technical
practitioners). Whilst the HR Business Partner’s primary responsibilities are towards the
management of employees, an understanding and consideration of the issues affecting
freelancers and their relationship to the organisation is an important part of the role.

KEY RESPONSIBILITIES

Job Purpose

1 Play a leading role in creating a positive, transparent and supportive culture
throughout the Lyric.

1 Ensure the Lyric’s HR policies, processes and practices are effective, fair and
transparent across the whole organisation.

1 Provide advice, guidance and support to the Executive and Senior Management
Teams on all matters relating to HR.

1 Oversee the management of all HR processes carried out by the Administration
Team.

1 Implement and further develop the Lyric’s HR Strategy, ensuring it remains up to
date and reflects best practice in relation to people, culture, workforce,
development and recruitment.

1 Provide reports on any issues relating to the Lyric's workforce to the Director of
Finance & Resources, Executive Team and Board as required.

9 Build and nurture key relationships ensuring you are visible across all areas of the
Lyric.



Policies and processes
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Regularly review and update all policies relating to HR, equality, diversity and
inclusion.

Lead on the implementation of all such policies, collaborating with and supporting
the Senior Management Team as required.

Communicate policies effectively to all staff and ensure new or updated policies
are rolled out across the organisation in a timely manner.

Continuously review, update and improve HR processes.

Ensure HR processes are applied consistently across the organisation, including
with respect to the management of casual staff and self-employed practitioners.

Contracts and employee relations
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Ensure contractual terms for permanent and casual staff are compliant with
employment law and remain appropriate for each role.

Provide support to the Executive and Senior Management Teams on contractual
issues relating to self-employed contractors, particularly with respect to creative,
production and technical practitioners.

Manage disciplinary and grievance procedures.

Handle reports made under dignity at work, bullying, harassment or whistleblowing
policies as required.

Overseeing flexible working, working from home, absences and leave processes.
Keep abreast of changes in HR and employment legislation to anticipate the impact
of future changes and ensure policy and practice is kept up to date.

Diversity, Inclusion and Access

T

Play a central and co-ordinating role in the implementation of the Lyric's anti-
racism, equality, diversity and inclusion strategy as part of the Lyric’'s Commitment
to Change work.

Advise other departments and casual teams regarding training needs related to
Diversity, Inclusion and Access as required.

Oversee and support the work of the Lyric’s Diversity Development Group within
their terms of reference and the Lyric's wider strategy.

Identify external trends and recognise best practice to increase diversity, inclusion
and access amongst the workforce.

Represent the Lyric within networks and with partners, including Inc Arts and
Parents in the Performing Arts (PiPA).

Staff development and wellbeing
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Lead performance appraisal processes across the organisation.

Identify areas for staff training and mentoring and co-ordinate the maintenance and
implementation of the Lyric's training needs analysis.

Develop and implement a professional development programme for all permanent
staff.

Oversee the fair and effective use of annual training budgets.

Ensure that all HR practices contribute to the wellbeing of staff throughout the
organisation.

Recruitment

T

Oversee recruitment administration and interview processes.
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Ensure processes for joiners and leavers are carried out effectively, including
monitoring inductions, probation reviews and exit interviews and carrying these out
for senior staff as required.

Compensation and benefits

1 Support the Executive Director and Director of Finance and Resources during
annual and one-off pay reviews, including internal and external benchmarking.

1 Deputise for the Director of Finance and Resources to approve monthly and weekly
payrolls as required.

1 Oversee the management and development of employee benefits.

General

1 Regularly attend Lyric shows and projects including press nights, events and
showcases of our work with young people, representing the Lyric and acting as an
ambassador as required

1 Attending internal and external meetings as required

1 To act at all times in the best interests of the Lyric

1 Take an active role in your continuing professional development, identifying
relevant training and professional development opportunities

1 To adhere to the Lyric's Equality Policy, Diversity Action Plan and any other
policies or plans the Lyric may introduce in the future, and to play an active and
positive role in our anti-racism work

1 To work at all times in accordance with the Lyric's Green Policy and ambition to be
net-carbon zero by 2030 and to proactively develop and encourage environmentally
sustainable practice

1 To take an active role in your continuing professional development, identifying
relevant training and professional development opportunities

1 To act always in the best interests of the Lyric Hammersmith Theatre

1 To undertake any other duties as agreed with your Line Manager as is appropriate

to the post

This job description is a guide to the nature of the work required of this role. It is not wholly
comprehensive or restrictive and may be reviewed as required.

PERSON SPECIFICATION

Essential skills and experience
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Extensive HR generalist experience

CIPD qualified or equivalent

A thorough knowledge of UK employment law

Experience of dealing with employee relations issues

Experience of developing HR policy

Experience of learning and development on HR related topics

Experience of managing staff

Commitment to principles of equality and diversity

Demonstrable collaboration and influencing skills and ability to work under
pressure

Ability to contribute to an open, supportive and creative working environment
Proven ability to prioritise effectively and balance long-term and immediate
objectives

Excellent written and verbal communication skills



Desirable skill and experience
1 HR experience within theatre / hospitality / entertainment industry
1 Understanding of HR issues affecting freelancers
1 Keen and active interest in the arts in general, and in the work of the Lyric in
particular

EQUALITY & DIVERSITY

The Lyric values and promotes diversity and is committed to equality and opportunity for
all. We are working actively to be an anti-racist organisation. Everyone who works with us
is required to comply with and actively promote our Equality Policy, and no job applicant or
member of our workforce will receive less favourable treatment on the grounds of age,
disability, gender, gender reassignment, marriage and civil partnerships, pregnancy and
maternity, race, religious belief, sexual orientation, class or socio- economic background,
trade union activity or political activity or opinion. The Lyric Hammersmith Theatre has made
a commitment that all applicants with disabilities who meet the essential criteria for this job
will be invited to interview. We may use positive action, in cases where candidates are
equally qualified, to increase the employment of under-represented groups at the Lyric.

The Lyric Hammersmith Theatre is proud to be a Disability Confident Committed Employer
and an official Partner of Parents in Performing Arts (PiPA).

B2 disability
B confident

—— EMPLOYER —

PARENTS & CARERS
IN PERFORMING ARTS

APPOINTMENTS

All appointments are made subject to satisfactory references, proof of eligibility to work in
the UK and are subject to an enhanced or standard Disclosure and Barring Service (DBS)
disclosure.

LYRIC CONTACT DETAILS

If you have any questions about this role or your application, you can contact the Lyric's
Administration & HR Team on 020 8741 6822 option 2 or jobs@lyric.co.uk. We look forward
to receiving your application.
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