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HR Advisor (Post 2148,2394, 2396)

Service Area
Human Resources

Manager/Team Leader
HR Manager
Direct reports
N/A

Total Managed
N/A

Purpose of the Role
To provide both general and specialised advice to staff and managers in relation to HR policy, procedure and practice on a range of areas such as employee relations, restructuring and redundancy, recruitment and absence management.  To work strategically with aligned Assistant Directors and Management Team as a whole, to encourage greater forward planning in terms of workforce planning and organisation development.
To work with the HR Manager to ensure the effective delivery of the people strategy and strategic aims of the Organisation. 
Key Result Areas

1. Providing employment advice, options and support for Assistant Directors and Managers on all areas of employment matters such as employee relations, grievance and disciplinary procedures, change management, restructuring and redundancy, absence management and recruitment. 
2. Using key HR data, work strategically with aligned Assistant Directors, to encourage greater forward planning in terms of workforce planning and organisation development.

3. Managing absence through the procedures contained within the Attendance and Authorised Absence Policy and Procedure including referrals to Occupational Health and carrying out stress risk assessments working alongside line managers. To include all levels of intervention up to and including ill health capability and retirement.
4. Maintaining accurate records of work completed including file notes, correspondence (including Terms and Conditions of Employment) and computer records.

5. To carry out sampling checks on payroll data as required by audit.
6. To act as signatory on amounts up to £2,000.
7. Produce policies, fact sheets and guidance for managers and staff on a range of employment topics.
8. Leading on projects as and when required such as policy research/review and development, staff survey, safeguarding in employment and production of employment statistics. 
9. Participating in job evaluation panels, including appeals.

10. Delivery of internal training sessions for staff and managers.
11. Leading on allocated workstreams e.g. Learning and Development, Apprenticeships, Health and Wellbeing, Equality and Diversity. 

12. Lead on ad-hoc projects e.g. policy research/review and development 

13. To contribute to the development of the HR Team and where required, to represent the team at external meetings.

14. To take responsibility for your own Health and Safety at work and that of other persons who may be affected by your actions.

15. Any other work required and as directed within the confines of the existing grading and post.
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	HR Advisor (2148,2394, 2396)

	
	Essential
	Desirable
	How

Identified

	Experience/

Knowledge
	Comprehensive HR experience ideally gained working as a technical advisor. Experience of providing advice to managers and staff on a range of complex HR Issues. 
	(
	
	Application Form*

	
	Demonstrates a sound knowledge and understanding of current HR practice and employment law and its application
	(
	
	Application Form* / Interview

	
	Practical knowledge, experience and understanding of:

· Recruitment and selection practice

· Employment procedures and practice including restructuring and redundancy

· Absence management

· Working within a unionised environment
· Strategy Implementation

· Workforce Planning 
	(
(
(
(
(
(
	
	Application Form*/

Interview



	
	A general awareness of good business and management practice.
	(
	
	Appl Form*/

Interview

	
	Understanding of the Green Book provisions for Local Government and able to demonstrate awareness of application
	
	(
	Application Form*

	
	Experience of carrying out job evaluations as a panel member
	
	(
	Application Form*

	
	Able to demonstrate commercial acumen/perspective 
	
	(
	

	

	Qualifications
	CIPD Level 5 Qualification
	(
	
	Application Form

	
	Membership of the CIPD at Associate Level or higher
	(
	
	

	

	Training
	Employment law and practice
	(
	
	Appl Form/

Interview

	
	Able to demonstrate required level of CPD to ensure knowledge is up to date and current
	(
	
	


	

	Skills
	Excellent IT skills with knowledge of all Microsoft packages, video conferencing and experience of electronic HR systems
	(

	
	Appl Form*/

Interview

	
	Good communication skills (written and verbal)
	(
	
	Interview

	
	Listening
	(
	
	Interview

	
	Research and analysis
	(
	
	Interview

	

	Aptitude and

Disposition
	Open and attentive
	(
	
	Interview

	
	Able to positively influence people at all levels
	(
	
	Interview

	
	Confident, self aware and motivated
	(
	
	Interview

	


Our Values and Behaviours 
The values and behaviours we seek from our staff draw on the high standards of the Council:

Fairness - We respect people and treat everyone fairly

Ambition - We welcome new challenges and embrace change

Integrity - We are open and honest and listen

Resourcefulness - We strive to be efficient with our resources
