Mary Rutter  MCIPD
Address

5 Springfield Gardens, Felbridge, Sussex RH19 2SP
Tel:


01342 302364    Mobile:  07917 507840
e-mail:


mary@loxley-inc.com
Senior HR professional. An energetic, enthusiastic and confident manager, capable of building and leading a team, implementing new strategies, policies and procedures.  Able to deal with conflict and change effectively. Experienced negotiator.  Copes well with pressure and can make and implement difficult decisions where necessary.   Excellent communicator at all levels.  Experienced across a range of industries.  Experience of working with Unions and Works Council.
KEY SKILLS
· Senior manager with excellent all round skills both strategic and operational, TUPE, employee relations, pay and benefits, general training and development.
· Budget manager and costs cutting expertise
· Implementing change management strategies and managing processes throughout mergers, take-overs, downsizing and closures whilst remaining focused and positive. 
· Recruiting staff at all levels from administration and graduates through to senior management, both technical and non technical, including assessment centres and interviewing whilst managing labour costs.
· Strong focus on developing and training both HR team and employees in general.
· Up to date  knowledge of employment law, ensuring company compliance with any new legislation
· Specific HR Project Management skills

· Quick to adapt and willing to listen.

· Excellent knowledge of HRIS  (HRNet)
CAREER  HISTORY
Lingfield Park Ltd

Senior HR Manager

Jan 2010 – present
Multi site operation covering Lingfield Park (Racecourse, Golf Club and new 4 star Marriott Hotel which opened in May 2010) plus responsibility for Folkstone Racecourse

Managing small team of 3 and working closely with Managing Director. Part of senior management team.   Generalist role/budget manager.

· Covering 24/7 

· Recruitment and training of all new staff for hotel to Marriott standards

· Setting up new HR systems including reviewing all contracts, policies and procedures

· Managing complex ER issues

· Reviewing appraisal system

· Introduction of internal training rather than outsourcing.

· Review of recruitment processes

· Coaching and supporting inexperienced managers within hotel and racecourse.

Telehouse International London  


         Sep  2007 – Jan 2010
1. Snr HR Manager (Interim)




Sep 2007– Jan 2009  

Covering maternity leave in a senior generalist role managing team of 5 and working closely with Directors in a time of cultural change  (75 employees)  

· Managing and developing HR team
· Difficult and complex employee relations issues

· Developing and managing annual HR budgets

· Reviewed and managed benefits packages

· Supervised and check monthly payroll

· Managing annual salary reviews  in line with HR budgets

· Calculating annual bonuses after reviewing annual appraisals 
· Reviewing policies and procedures to comply with employment legislation

· Implemented new workers consultation group

· Introduction of new recruitment processes

· Introduction of new appraisal system

· Reviewed and implemented new induction process
· HR Audits against ISO and SOX standards, quality, security, environment.

· Reviewed more flexible working patterns

2.
Special Projects Manager (HR) Interim role

Jan 2009 – Jul 2009 
Working as Project Manager on HRIS system
HRIS scoping and implementation – new self service system thereby streamlining HR function.
· Identifying company and main stakeholder requirements

· Researching available systems and producing a shortlist with benefits/costs

· Negotiating terms and contracts and presenting to Directors and stakeholders

· Project planning whole implementation process (Prince 2 principles)

· Producing data for transfer to new system in correct format

· Data cleansing

· Liaising with IT to ensure hardware suitable for new system

· Testing new system to ensure all data transferred correctly

· Training key employees as super-users

· Writing training data for all employees on self service and management modules

· Training employees and managers

· Reviewing implementation

· Ensuring system security and data protection

· Planning ongoing phases

· General maintenance and updating system

· Training HRIS administrators

3. Project Manager Health & Safety 

Jul 2009 – Jan 2010
· Reviewing current Health & Safety procedures within the company
· Co-ordinating data into new database

· Conducting DSE assessments

· Reviewing H & S training requirements

· Reviewing current risk assessment procedures

· Advising parent company of H & S requirements and training assessors there.
Reason for leaving – end of contract
Company/HR Director Osprey Tile, Florida,USA


Mar 2005 – Jun 2007

New challenge setting up company in Florida.  Managing staff, contractors and company law for small flooring company based in Florida complying with both national and state employment law.  Setting up and managing all new administration of HR.
Reason for leaving     Refusal to renew E2 visas and economic downturn

MVM Consultants, Software House,  Bristol


Apr 2003 – Mar 2005
Group HR Manager  Working closely with Directors and MD of successful IT company providing software to Government.  Generalist position covering all aspects of HR in a multi-site operation of 7 locations within the UK.  285 staff.  Covering due diligence during takeover.   Managing team of 5.
· Harmonising terms and conditions following acquisitions of several small companies, including consultation and negotiation.  Aligning a  variety of HR administration for all merged company and converting onto HRIS.
· Recruitment of highly skilled IT staff for all locations at all levels including management
· Managing  pay and benefits and reviewing on an annual basis
· General discipline and grievances
· Updating policies and procedures and ensuring new employment legislation was applied.
· Training and developing junior HR staff
· Introduction of a new training and development programme for managers and career development training for IT staff.
· Advising directors and senior managers in all aspects of employee relations during a merger and eventually a takeover.

· Full responsibility for Health & Safety

Reason for leaving     To work with husband starting up new business in Florida 

Loxley Personnel Consultancy Ltd



Dec 2000 – Feb 2003 
Director/Senior HR Consultant working on a variety of short term/interim assignments –
· Honda Research & Development, Swindon

Dec 2001 – Mar 2002 
A matrix organisation  Working on a variety of new change iniatives including changes to working patterns.  All work had to be completed using project management and gantt charts.










· Vehicle Inspectorate, Bristol,  Public Sector

Jul 2001 - Nov 2001

Working on 2 projects -  Diversity within the workforce and Introduction of flexible working.
· Zurich Financial Services, Financial Services

Feb2001– June 2001 
Following a company takeover I was asked as a Consultant to manage and investigate a variety grievances throughout the company.   Worked with senior managers, coaching on correct procedures as well as liaison with Trade Unions.
· QA Group Ltd., Cirencester, IT  Multi site training 
Dec 2000 – Feb 2001 
Interim role whilst HR Manager was recruited. Generalist role managing an HR Team of 6 personnel.  
HR Manager
 Pixelfusion Ltd
(Permanent position)      
Mar 2000 – Oct 2000
IT start up company,  120 staff (UK and USA).    Reporting to Financial Director. Managing team of 4.
· New position setting up the complete HR picture including policies, procedures, salary structures, performance management and company structure.
· Introduction of new administration procedures and conveying this to both management and employees.

· Supporting, coaching inexperienced technical managers on staff management issues and employment law
· IT recruiting across all levels
· Negotiating redundancies and premises closure following company restructure
· Introduction of HRIS

· Responsibility for H & S

Reason for leaving     Redundancy 

HR Consultant,  Metropolitan Police 


          Apr 1999 – Feb 2000
Working within the Department of Technology, managing unit of 13 staff.  Interim post reporting to Director of Technology
(
Project managing outsourcing of 350 staff in 5 different units requiring detailed TUPE.
· Restructuring a new personnel department after outsourcing
Reason for leaving     Interim assignment 

Group HR Executive, L S & J Sussman Ltd (Permanent role)
Mar 1998 – Apr 1999
Manufacturer of shirts for Marks and Spencer plc.  Working as part of the senior management team reporting directly to the Chief Executive.   700 staff in two UK sites plus Turkey.
· Strategically planning cost saving initiatives following management take-over. 
· Introduction of new appraisal scheme
· Negotiating annual salary review and new pay systems 
· Implementing both factory closures and staff redundancies following clients’ change of direction.
Reason for leaving     Redundancy 

HR Manager, Silvertech Ltd
(Permanent role)


Sep 1996 – Dec 1997
Control and System Engineers.
Rapidly expanding, young company.  230 staff. Managing unit of 6 staff.  Reporting to Director of Operations.
· Managing recruitment and training budgets
· Use of Training Needs Analysis to develop training initiatives leading to award of IIP
· Introduced new competency based appraisal
Reason for leaving     Relocation due husbands redundancy 

Personnel Manager, Willmot Pertwee Ltd  (Interim position) 
Feb 1996 – Sep 1996
Distributor of Agricultural Chemicals. Multi site operation. 270 staff.
Fixed term post reporting to Chief Executive.  Ensuring personnel policies and procedures up to date pending company take over and relocation.  Advising Board on TUPE, managing acquisitions, before floatation.
Reason for leaving     Relocation due husbands redundancy 

Personnel Officer Sussex Police                                                 April 1991 – Feb 1996
Manager, Selection Procedures Unit,  Sussex Police

Apr 1995 – Feb 1996
Career Development Officer, Sussex Police  (Permanent role)  Apr 1991 – Apr 1995
QUALIFICATIONS
Member Chartered Institute of Personnel and Development  
BPS Registered as Occupational Tester
Trainers’ Cert TS1 & TS2
GCE O’Levels  6 subjects including Mathematics and English
NEBOSH  (Currently restudying as this is now 10 years ago)

TRAINING COURSES
Sales & Marketing
Grievance & Disciplinary Procedures
Occupational Testing
Counselling Skills
Interviewing Techniques
Career Development for Senior Officers
Equal Opportunities
Developing & Running Assessment Centres
Mentoring
Health & Safety for Senior Managers
Towers Perrin salary benchmarkingAdvanced Excel,Powerpoint,Word,Access

HRNET Administrators, Report Writing, Security.  (HRIS system)

Continual Employment Law updating

Foundation Course Prince 2

3

