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BUSINESS AND RESOURCES 
JOB DESCRIPTION

POST TITLE:

Assistant HR Advisor
GRADE:


Band 6
RESPONSIBLE TO:
HR and OD Support Services Manager
Overall Objectives of the Post:

To contribute towards the provision of a high-quality HR/OD Service through the organisation of the corporate governance processes and by providing human resource support to team members, clients, and stakeholders.  This will include undertaking a selection of specialist tasks and responsibilities.

Key Tasks of the Post:

1. Co-ordinate the HR Governance Process including:

· Processing all recruitment, honorarium and establishment proposal to Corporate Delivery Group and Corporate Leadership Group.

· Producing monthly reports on what proposals have been agreed.

2. Co-ordinate all reports for changes to the Council’s establishment to the Council’s HR Committee:

· Checking reports for formatting and validating whether the proposals are in line with the Council’s constitution. 

· Organising HR Committee pre-meeting and co-ordinating managers attendance at the meeting.

· Liaising with Trade Unions and Democratic Services.

3. Arrange and co-ordinate processes and all reports for consultative meetings including South Tyneside Homes Consultative Forum, Workforce Consultative Forum and Schools Consultative Forum.
4. Management of the Corporate Redeployment Register including:

· Maintaining the register including ensuring that it is kept up to date.

· Contacting employees on the register regarding potential job opportunities.

· Liaising with managers and redeployees throughout the process to monitor suitability to the post.

· Producing statistical information on the register as and when required.

5. Co-ordination of the Council’s/School ER/VR process including:

· Producing estimates in line with Council/School Policy.

· Providing advice and guidance to employees on the ER/VR process.

· Providing weekly updates for both LT’s and CLT.

· Validating ER/VR payments for Leavers and process to Payroll.

6. Be the first point of contact for the HR/OD Support Services Team, including signposting managers to the HR Policies and Procedures on the intranet and providing advice and guidance where appropriate.

7. Ensure the HR policies and procedures are kept up to date on the intranet.

8. Assist in the review and development of HR policies and procedures including undertaking appropriate research and benchmarking.

9. Absence Management – collating absence information (including long term absences and trigger point reports), leading absence clinics with senior managers, contacting and discussing cases with line managers and proactively supporting the HRAs with absence cases.

10. Contribute to the design, delivering and implementation of Manager Toolkit training.

11. Support the HR Advisors at meetings where necessary.

12. Co-ordinate Freedom of Information requests which require HR related information in line with agreed timescales.

13. Arrange various meetings relating to HR matters adhering to set timescales for distribution of papers and relevant correspondence. 

14. Assist in the organisation and participate in recruitment assessment days for various posts, including those at a senior level.

15. Liaise with trade union representatives at various forums and to respond to direct queries on the advice of the HR Advisers.

All employees have a responsibility to undertake training and development as required.  They also have a responsibility to assist, where appropriate and necessary, with the training and development of fellow employees.

All employees have a responsibility of care for their own and others’ health and safety.

The above list is not exhaustive and other duties may be attached to the post from time to time.  Variation may also occur to the duties and responsibilities without changing the general character of the post.
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