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BUSINESS AND RESOURCES 
JOB DESCRIPTION

POST TITLE:

Human Resources Advisor
GRADE:


Band 8
RESPONSIBLE TO:
HR Advisory Service Manager
Overall Objectives of the Post:

To advise on the application and implementation of all appropriate employee related policies, procedures and documentation and offer advice on the most complex, contentious and sensitive employment related issues to employees, managers, Heads of Service, Corporate Directors within all services in the Council, South Tyneside Homes, Schools and Academies.
Key Tasks of the Post:

1. You will achieve these objectives by:

· Ensuring current best practice is reflected in decision making, including assisting and advising line managers, Heads of Service/Corporate Directors, Head Teachers and Governors, on disciplinary and grievance matters, recruitment and selection, performance management, organisational change and workforce planning.
· Supporting managers, Heads of Service/Corporate Directors, Head Teachers and Governors, on the implementation of the organisation’s procedures and robust management of absence, including issues of capability, ill health and medical redeployment to ensure that sickness absence reduction targets are achieved within the service.
· Managing the workforce implications of restructuring/redundancy/TUPE exercises.

· Ensuring that policies and procedures are reviewed and updated, reflecting both current good practice as well as legislative requirements, and the needs of the customer.

· Investigating, reporting and providing advice to appropriate committees e.g. HR Committee, Employment Appeals Committee, Schools Workforce Committee on a range of HR issues, e.g. staffing structures, grading matters, conditions of service etc.

· Co-ordinating, developing and providing appropriate training in respect of employment related issues.

· Providing advice and guidance following a solution focussed approach in all areas of responsibility and make considered recommendations to the organisation where necessary.
· Promoting a customer focussed and team-based culture which identifies, communicates and addresses customer needs.
· Actively seeking and monitoring customer feedback and ensure that suitable action is taken where necessary to rectify any issues and implement improvement where appropriate.
· Contributing to project groups dealing with complex issues, providing advice and guidance.
· Interpreting and advising on National and Local conditions of service for all employee groups within the organisations and support the team in providing professional advice.
· Interpreting and advising on employment legislation, ensuring that statutory compliance is maintained and support the team in keeping their knowledge up to date in this area.

· Co-ordinating the design, development and delivery of appropriate training for managers and other employees in respect of employment related matters.

· Assisting and advising on approaches to organisational change, including the management of coordination of implementation plans, redeployments and redundancies.

· Developing and maintaining working relationships with outside agencies and organisations e.g. trade unions etc.
· Working closely with the wider HR Service to ensure a consistent approach to managing employment related issues within the organisations.
· Developing and maintaining working relationships with outside agencies and organisations i.e. other Local Authorities, Central Government Departments, Trades Unions, professional bodies and the general public.
· Participating in formal negotiations with Trade Unions officers where applicable.

· Raising the profile and continuously improving the image and professional credibility of the HR Service.

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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