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Person Specification

Job Title: HR Advisor  
Service:  HR Advice Team
Grade:  6
Responsible to: HR Manager 
	Essential Requirements
	Method of Assessment

	Qualifications and Experience:

	

	CIPD qualified (Level 5) or equivalent experience 

	Application form

	Significant experience of providing HR advice and guidance to managers on a wide range of employee relations matters, including disciplinary, grievance, capability, attendance management and performance issues.
	Application form

	Experience of managing complex employee relations casework from initial consultation through to resolution.
	Application form

	Experience of advising on the application and interpretation of HR policies, procedures and employment legislation.
	Application form

	Experience of building effective working relationships with managers, employees, trade unions and stakeholders.
	Interview

	Experience of delivering pragmatic, solutions-focused HR support in a fast-paced operational environment.
	Interview

	Experience of maintaining accurate HR records and producing management information and reports.
	Application form

	Skills/Knowledge and Ability


	

	Sound knowledge of UK employment law and HR best practice.
	Interview

	Excellent interpersonal and communication skills, with the ability to influence and challenge constructively.
	Interview

	Strong analytical and problem-solving skills with the ability to assess risk and recommend appropriate courses of action.
	Test 


	Ability to manage a varied workload, prioritise effectively and meet deadlines.
	Application form

	Ability to interpret complex information and communicate it clearly to different audiences.
	Test

	Competent in the use of Microsoft Office applications and HR information systems.
	Application form

	Ability to work independently while also contributing positively as part of a team.
	Interview 

	Work Related Circumstances 

	

	Commitment to equal opportunities
	Interview

	The post holder will be required on occasion to travel within the City, as required, to undertake the role
	Interview

	The post holder will be required to attend meetings or provide services outside of usual working hours where reasonably requested to do so
	Interview
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