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BUSINESS AND RESOURCES 
PERSON SPECIFICATION

POST TITLE:

Assistant HR Advisor

GRADE:


Band 6

	

	ESSENTIAL


	DESIRABLE
	METHOD OF ASSESSMENT



	Educational Attainment


	· Maths and English GCSE/Level 2 equivalent

	· Degree level qualification in a relevant subject

· CIPD Certificate in Personnel Practice (or equivalent level 3 qualification in a relevant subject)

	· Application form

· Certificates



	Work Experience


	· Extensive experience of working in HR administration

· Experience of working in a busy office environment

· Experience of providing advice and support to internal/external customers

· Experience of providing reports on performance data/statistical information
· Experience of advising on terms and conditions of employment


	· Experience of designing and delivering training

· Experience of working in an HR Advisory role

· Experience of developing and updating HR policies and procedures
· Experience of advising on local government terms and conditions

· Experience of planning and organising high profile HR related projects/events e.g. Assessment Days/ Recruitment Events


	· Application form

· Interview

· References



	Knowledge/

Skills/

Aptitudes


	· Knowledge of employment Law

· Problem-solving skills

· Excellent organisational skills

· Able to manage a variety of tasks for a diverse range of customers

· Able to interact an influence people at all levels in the organisation

· Planning and prioritising skills

· Strong IT skills in a range of MS Packages

· Good presentation skills
· Working knowledge of confidentiality and data protection


	· Negotiation skills
	· Interview
· References



	Disposition


	· Friendly, approachable and interested in people

· Professional and respectful approach

· Confident and assertive

· Enthusiastic and committed to service improvement

· Sensitive and diplomatic

· Personal resilience 

· Able to work on own initiative as well as part of a team
· Flexible approach to work

· Committed to the principles of equality and diversity


	· Creative and innovative approach


	· Interview
· References



	Circumstances


	· Able to travel around the borough to meet service needs

· Baseline security clearance


	· Prepared to study towards CIPD qualification
	· Interview

· Basic check
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