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JOB DESCRIPTION

	Job Title:
	HR Advisor 
	
	Service Area:
	HR


	Responsible To:
	Head of HR and OD
	
	Salary:
	£25,000 to £30,000 per annum



	JOB PURPOSE



	To provide a professional, quality and timely operational solution focused HR service to the Foundation’s service areas on a full range of HR matters, ensuring legislation, policy and best practice are followed and HR KPIs are met.



	MAIN DUTIES



	Support & Advice

· Coach managers and team leaders in the areas of employee relations, performance management, attendance management, employee engagement and assist them to find solutions to people related issues.

· Advise and assist in the development of action plans to manage employee relations, attendance, performance, employee development and employee wellbeing issues

· Coach managers and team leaders on HR policies, issues and legislation ensuring they are embedded into the Foundation’s culture and deployed consistently in line with the Valued Behaviours of the organisation

· Provide confidential and independent advice and support to managers, employees, apprentices and volunteers when and where appropriate

· Identify solutions to HR issues and present options and ways forward for management to consider
· Facilitate the development of people management skills in managers by advising on matters of employment law and employment best practice and the interpretation of term and conditions and HR policies and procedures
· Ensure the correct identification of exposure of risk on HR related matters to protect the Foundation’s interests in relation to its reputation and its finances. 
· Provide support and advice to the Joint Consultative Committee (JCC) Representatives on HR related matters as and when required

Change Management

· Support and advise managers on change management programmes e.g. TUPE, redundancy, restructuring

· Work with managers and team leaders to co-ordinate action plans on change management ensuring all change programmes are achieved in accordance with project plans
· Coach managers and team leaders through periods of change and identify opportunities to fully maximise people resources
Policies, Procedures & Processes
· Act as the first point of contact for queries coming into the HR Department.
· Ensure managers understand and consistently apply the appropriate HR policies and procedures as required eg disciplinary, capability, grievance, probationary review, performance & development review

· Ensure the integrity of all HR & Health, Safety & Wellbeing processes, systems and documentation in accordance with legislation, best practice and organisational requirements
· Support the Head of HR and OD in the development and review of HR policies, documentation, guidance, toolkits and handbooks

· Assist in the design and implementation of efficient HR administration processes within the Foundation’s quality framework
· Undertake project work as required to ensure continuous improvement in current HR working practices
Recruitment

· Provide advice and support to managers and team leaders to enable them to carry out the recruitment of employees, apprentices, volunteers and temporary workers from vacancy identification through to appointment
· Advise on and administer all job descriptions and person specifications in liaison with managers 
· Produce job adverts and advertise vacancies in accordance with the Foundation’s Safer Recruitment & Selection Policy and financial budgets
· Manage all stages of the recruitment and selection process for new and job role changes
· Liaise with the HR Assistant and Service Administration Teams in the production of employee contracts of employment and the administration of pre-employment checks including medical questionnaires, DBS checks, references 
· Liaise with external organisations on the design and development of se
Health, Safety & Wellbeing

· Support managers and the Health & Safety Manager to ensure the health, safety and wellbeing (HSW) of employees is consistently applied in accordance with legislation and organisational policies and procedures
· Monitor HSW standards to provide advice and recommend corrective action where appropriate
· Support the Health & Safety Manager in service area HSW workplace activities and associated projects
Employee Relations & Performance Management
· Develop and maintain good relationships with all employees, JCC and Trade Union representatives in order to encourage and promote good employee relations at all times, assisting where appropriate with issues/problems raised as and when appropriate 
· Partner with investigation officers and hearing managers to ensure internal investigations are fully compliant with legislation, Foundation policies and achieve best practice in accordance with the relevant ACAS codes of practice
· Advise and support managers and team leaders on all policies and processes within the Foundation’s Performance Management Framework
· Coach managers on performance related matters 
· Ensure all stages of performance management processes are consistently applied from probationary review through to employees leaving the Foundation’s employment
· Ensure safeguarding is monitored and HR policies are adhered to
Learning & Development

· Ensure new employees are effectively inducted and integrated into the Foundation and that an induction programme is in place and monitored for the period of their induction
· Liaise with managers and the Learning & Development Manager to identify learning and development requirements and propose appropriate solutions

· Support the Learning & Development Manager in the design and delivery of HR related training activities
Reward & Employee Benefits

· Liaise with the payroll function on all employee reward and benefit related matters
· Provide advice to managers on different types of contracts of employment (including fixed term, zero hours) and associated terms and conditions ensuring they have all relevant information to make informed decisions to meet service area business and employee resource plans
Service Delivery & Information
· Ensure a professional and value added HR service is provided at all times in line with the HR Customer Charter

· Keep up to date with changes in legislation and best practice, ensuring on-going CPD requirements are met

· Assist in the management of systems and paper records as required to provide information for Ofsted and CQC and other relevant bodies as required

· Collate and report monthly HR management information

· Provide accurate HR reporting information to support decision making in service area’s and across the wider Foundation
· Ensure currency of HR related policies and documentation are available on the Staff Intranet

 


	SUMMARY OF KNOWLEDGE, SKILLS & EXPERIENCE



	Essential

· CIPD qualification or significant/proven experience of working at this level within HR

· Current knowledge of employment legislation and HR best practice
· Demonstrable experience of providing advice and support on a range of key activities including, conduct, grievance, capability, absence, organisational change and employee relations matters
· Experience of supporting the development of HR strategies, policies and procedures
· Knowledge of employment legislation e.g. working time directives, equal opportunities, disability discrimination and age discrimination.
· Good team player

· Experience of working with Senior Managers
· Ability to listen and get to the core of the problem/issue quickly

· Ability to offer pragmatic advice and support, innovative solutions with a “can do” attitude

· Ability to deal with ambiguity, analyse complex issues and make sound judgements

· Dealing with welfare issues
· Communicating complex and sensitive information
· Proven ability to use own initiative and decision making skills
· Ability to develop and maintain credible working relationships with managers and employees at all levels
· Computer literacy (database, internet, spreadsheet and word processing)
· Experience of HR database systems
· Ability to present information in a professional and credible manner through effective verbal and written communication skills
· Ability to fulfil mobility requirements of role
Desirable

· Knowledge and understanding of the issues affecting education and care sectors and charities
· Knowledge of the products and services offered by the Percy Hedley Foundation
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