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North Tyneside Council




	For HRU use only
	Ref: 4240


	Section/Location
	Human Resources and Organisation Development, Quadrant at Cobalt Business Park


	Post Title
	Student on Placement


	Permanent/Temp
	Fixed term 12 months


	Grade
	1


	Responsible to
	HR Specialist


	Job Purpose


	The Human Resources and Organisation Development Service supports the council to deliver its objectives effectively by recruiting and developing employees and supporting the management of all aspects of the employment relationship including for example performance. 
As a Student on Placement the focus of your role is to develop skills, knowledge and experience in HR and Organisation Development (HR and OD) work to complement your studies. 
You will do this by learning how the HR and OD teams deliver an effective and professional service to the workforce. To do this you will work alongside HR and OD professionals to learn how things are done. You will receive day to day support from your line manager and on the job training.
You will gain a foundation in key areas of HR/OD and help the teams in applying processes and procedures as well as carrying out research, analysing data and report writing.
The majority of your time will be working on HR projects such as the review of current terms and conditions and policy development.  



	Job Content


	You will:
· Understand the remit of the HR and OD Service in the council

· Provide support to HR projects including carrying out research, making recommendations and writing policy and procedures
· Gain knowledge in HR/OD systems, processes and procedures and support the teams to apply them 
· Develop an understanding of an effective HR and OD Service and look for ways for the Service to improve
· Attend team meetings and training as required



	Performance standards


	· Demonstrate professionalism in the work place by being reliable, trustworthy and positive
· Work effectively as part of a team by supporting colleagues and developing strong working relationships
· Understand the need for confidentiality and sensitivity and act accordingly
· Work accurately with an attention to detail

· Interpret and be able to advise on and explain employment law

· Be able to compile and interpret data in a professional and understandable style

· Work in accordance with set policies and procedures such as the Code of Values and Behaviours and Health & Safety


	Working conditions


	You will be mainly based in an open plan office at the Quadrant on Cobalt Business Park but there may be opportunities to be involved in meetings in other council locations. There will also be opportunities for home-working and this will be encouraged as and when necessary and to safeguard the health and well-being of the student.  The majority of your learning will take place “on the job” with the day to day support from a line manager.
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