		Role Profile
		

	Job Title:
	HR Advisor
	Pay Band: 
	10



	Job Purpose: 

	To provide a professional and proactive HR service to managers and staff, including effective support, advice and guidance on a wide variety of HR matters in line with Council policies and procedures, legal requirements and best practice.  


	Valued Behaviour Level:
	1

	JE reference 
	C1890


What are you expected to do?

· Advise and support managers with a wide variety of HR casework including disciplinary, grievance, absence management and organisational change, ensuring any associated risks are effectively managed.

· Advise managers on the interpretation and application of the Council’s HR policies and procedures and terms and conditions of employment.

· Work with the recognised Trade Unions and support and maintain effective employee relations.

· Build good working relationships and work collaboratively with managers to better understand their needs and provide appropriate HR related support.

· Support with resource planning and provide advice to managers on resourcing related matters including recruitment, job evaluation procedures and appropriate selection processes.

· Undertake HR project work and participate in internal and external working groups as required.

· Contribute to the development of HR policies and procedures as required.

· Work closely with HR colleagues within the HR Advisory team and support the wider HR team in implementing initiatives across the Council.


Person Specification
	
Criteria No.
	Attribute
	Essential
(E)
	Desirable
(D)

	
	Qualifications & Education
	
	

	1
	Educated to degree level in a relevant HR related subject
	
	D

	2
	Relevant post graduate qualification and membership of CIPD
	
	D

	
	Experience & Knowledge
	
	

	3
	Approx. three years’ experience of working in HR at advisory level including sickness, disciplinary and other types of case work and advising on terms and conditions of employment
	E
	

	4
	Experience of implementing HR policies and procedures
	E
	

	5
	Experience of management of change and consultation
	E
	

	6
	Up-to-date knowledge of employment legislation
	E
	

	7
	Experience of developing creative solutions to HR casework 
	E
	

	8
	Experience of undertaking HR project work
	
	D

	9
	Knowledge of local government terms and conditions of employment
	
	D

	
	Skills
	
	

	10
	Ability to communicate both orally and in writing to a wide range of audiences (including ability to write clear and concise reports & presentations)
	E
	

	11
	Effective research skills with ability to analyse data both verbal and numeric and draw relevant conclusions
	E
	

	12
	Ability to use initiative and make decisions outside immediate policy and procedure, and without reference to manager
	E
	

	13
	Able to present information effectively to others and use appropriate styles and arguments to influence and negotiate satisfactory outcomes
	E
	

	14
	Able to manage change effectively 
	E
	

	15
	Able to prioritise workload and to plan and allocate tasks to meet deadlines
	E
	

	16
	Able to work successfully as part of a team
	E
	

	17
	IT literate capable of using MS packages-Word, Excel, email
	E
	

	18
	Ability to regularly give advice and guidance, including demonstrating duties, instructing and checking the work of others
	E
	

	
	Personal Attributes
	
	

	19
	Flexible approach to tasks
	E
	

	20
	Positive approach to change
	E
	

	21
	Self-motivated and enthusiastic
	E
	

	
	Special Requirements
	
	

	22
	High standard of personal integrity capable of maintaining confidentiality
	E
	

	23
	Able to demonstrate and promote commitment to equal opportunities
	E
	

	24
	Ability to access reliable transport to meet the travel requirements of the post
	E
	



Supporting Statement
Our values:
Are at the heart of everything we do. Our values are not just words, the way we behave is one of the most important ways we can demonstrate them. 

	RESPECT…
be Respectful towards the Council, each other as colleagues as well as our community, residents, service users, stakeholders and wider partners. 

	COLLABORATE…
act Collaboratively and ensure our successful journey of collaboration continues to ensure that we maximise opportunities to achieve success.

	INNOVATE…
be Innovative in everything we do and voice improvements to ensure we offer quality services.
	DELIVER…
deliver quality services to all and strive to always deliver the best we can with the resources available.



All employees will be expected to:
· [bookmark: _Hlk216194895]Engage with our My Journey process and supporting conversations.
· Ensure that you work and communicate in line with our core values, policies and procedures and you are aware of your obligations under these. 
· Behave according to the Valued behaviours framework, the Dignity & Respect Policy and Employees’ Code of Conduct and ensure that you are aware of your obligations and responsibilities re. conflicts of interest, gifts, hospitality and other matters covered by the Code.
· Carry out your role in line with our Equality agenda.
· Be a team player and willing to be supportive and flexible.
· Carry out any other duties of a similar nature related to this post that may be required from time-to-time.
· Comply with health and safety policies, organisational statements and procedures, report any incidents / accidents/ hazards and take a pro-active approach to health and safety matters to protect yourself and others.  
· Carry out your role in line with our climate neutral ambitions.
· We are committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment.
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