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	Post Title
	Human Resources Adviser

	Reports to
	HR Manager (Organisational Change)

	Service Area
	Human Resources

	Grade
	Grade 10


	Job Purpose

	Provide ongoing advice, coaching and direct support to managers on HR policies, procedures and processes across the organisation as required.

Contribute to the identification and development of organisational HR initiatives and processes. 

Partner with managers to plan and deploy Council wide and Service Specific HR initiatives and processes to enable effective people management practices and to build organisational capacity. 

Provide professional and detailed/in-depth case management advice and support to managers across a full range of HR matters.


	Job Content

	· Partner with and advise managers on the interpretation and delivery of HR services to support the employee life cycle e.g. employment conditions, employee development, communications, remuneration / benefits, performance management, recruitment, resource planning, OH&S, employee/organisational development and change management.

· Partner with managers and provide consultancy on all HR functionality including organisational structure and delivery models and appropriate business focused solutions and practices to maximise resource efficiency and effectiveness and build organisational capacity.  

· Coach Managers on sound people management practices and methodologies.

· Act as a change agent and coach and advise managers on effective change, management practices and tools.

· Monitor and Interpret organisational data and initiate appropriate HR interventions.

· Partner with managers in the case management and resolution of a varied range of people issues.

· Take a proactive role in ensuring that the service area meets their attendance targets by proactively supporting the management and monitoring of short term and long-term sickness.

· Provide managers with employee relations’ advice within the ER framework.

· Provide input into the development of OH&S and Employee/Organisational Development plans in the Directorate.


	· Identify employment-related risks, make recommendations and support managers in resolution/risk mitigation and escalate where necessary due to potential impact on the business and the individual.

· Actively contribute to and participate in council wide HR projects.

· Consistently apply HR operating systems, methodologies, policies and procedures.

· Monitor consistent council-wide application of human resource policies and practices, instigate remedial actions and take the responsibility for the implementation and delivery of appropriate actions as required..

· Establish and maintain effective working relationships with peer groups and key internal stakeholders.

· Manage key external stakeholders relevant to the achievement of business objectives.

· Member of Heads of Service management teams.

· Plan own workload to achieve deliverables in required time frames.

· Contribute to the scheduling of HR wide programs and initiatives in consultation with key internal stakeholders

· Provide advice and demonstrate initiative in area of functional expertise, where appropriate.


	Performance Standards

	· The need to adhere to adhere to Council’s Policies and specifically the Equal Opportunities Policy, Health & Safety Policy and the Code of Conduct

· The need to comply with the Freedom of Information Act 2000 in relation to the management of Council records and information

· The need to comply with the Data Protection 1998 and the principles enshrined within it in respect of personal information held by the Council



	Post Title
	HR Advisor 

	Factor
	Essential
	Desirable

	Skills, knowledge, competency


	Detailed knowledge of employment law and the application of HR function wide policies, procedures and methodologies to support organisational targets/objectives.

Extensive experience in policy and procedure design, development, simplification, rationalization, methodologies, EIA and review mechanisms

Demonstrate understanding of employee relations’ matters and an appreciation of how to operate within this environment

Knowledge of various HR business practices including policy development, organisational change, resource planning, remuneration and benefits, OH&S and employee development.

Understand and demonstrate an ability to deliver a customer focused flexible service delivery.

Excellent time management and organisational skills

Excellent negotiation and influencing skills

Commercial / business acumen

Excellent planning skills

Demonstrated effective interpersonal, communication and influencing skills.

The ability to:

1) Think Commercially and Council wide

· Interpret and demonstrate an understanding of complex business issues

· Deliver and implement solution focused innovative approaches that meet organisational and customer needs as well as HR requirements

2) Analyse / use information to support decision making

· Accurately gather and interprets data from complex information to understand business issues

· Be prepared to make decisions (where necessary) in the absence of all the facts

· Weigh up pros and cons to various options

3) Effectively work in a team

· Offers advice, support and assistance to team members

· Be constructive, positive and actively engages in team projects

· Deliver on commitments and carries out actions assigned to them 

4) Consult and build relationships

· Build and maintain effective working relationships with a wide range of people.

· Demonstrate effective interpersonal, communication and influencing skills.

· Consults with internal customers about their requirements and desired outcomes rather than making assumptions

· Actively engages with management teams 

5) Undertake high level problem solving and make things happen

· Turn ideas into action by developing and communicating clear plans 

· Define desired outcomes, set objectives, agree timescales deliver and report progress

· Undertake multiple task and meet deadlines in an appropriate and professional manner

· Approach situations and setbacks in a positive manner and demonstrate flexibility and adaptability to solve problems

6) Innovate and continuously improve

· Continuously looks for ways to improve efficiency, performance and effectiveness, inside and outside their team

· Keep up to date with HR best practice, recent and forthcoming developments in employment law and contemporary methodologies

· Embrace change, highlighting the positives and actively promoting it’s benefits 
	Excellent IT Skills.

Excellent presentation skills

Detailed knowledge of organisational/job design principles

Understanding of job evaluation methodology

Understanding of total reward methodology

Understanding of job family and generic job methodology

Understanding of strategic workforce planning



	Qualifications and training
	CIPD qualified or equivalent degree with post qualification experience
	

	Experience


	Post qualification experience operating at a similar level across a number of different customers/sectors (public and/or private)

Extensive Experience of:

· Applying varied areas of employment law and policy.

· Having built and maintained effective working relationships with a wide range of people.

· Working to multiple deadlines with a minimum amount of support.

· Working on own initiative as well as working as part of a team.

· Leading on the development of policies and procedures to support organisational improvement.

· Implementing and influencing change management initiatives effectively.

· Working as part of a team or on own initiative to interpret business needs and to offer fit for purpose/bi-spoke solutions, which take into account the needs of the organisation, the situation itself, the market place/sector.

· Operating at a broad level in a solutions focused organisation where HR outcomes are demonstrated.

· Implementing a broad range of HR initiatives in a number of different organisations/sectors including but not limited to - recruitment and selection, disciplinary, grievance, whistle blowing, employee relations, reward and remuneration, terms and conditions reviews, capacity, counselling, coaching, line management development, leadership development, change management, restructures and reorganisation, employment tribunals, performance management, workforce planning and deployment.

.
	Experience of:

· Operating in an environment where employee involvement is encouraged via consultative forums.

· Operating in a customer-focused environment.

· Working in an environment where a consultancy/business partnership approach has operated.

· Having raised awareness and implementing changes as a result of new and/or forthcoming developments in employment law.

· Working in an organisation operating with a number of different sets of terms and conditions.

	Additional
	The ability to work:

· flexibly to accommodate the needs of the client group

· to multiple deadlines in an appropriate and professional manner

An ability to work effectively within a multi-site operation including travel to various locations.

Flexible working hours including some early mornings/evenings to meet the needs of the service/client group.
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