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Role:           


HR Advisor
Reports to:


Head of HR Operations
Reports:



None
Hours of work:      

Full time
Budgetary accountability:
nil
Budgetary influence:

nil
Job Purpose
To provide an employee relations service (includes policy drafting and interpretation, case support, capability building, investigations and compliance) for all levels of Operational Management in order to ensure compliance with employment law and best practice to enable them to manage effectively the people management issues.   
To ensure a fair and consistent approach of HR policies and procedures thus promoting a positive culture within the Trust whilst minimising risks.
Accountabilities
1. Effective case management of people related issues such as disciplinaries, performance management, sickness absence, employment tribunals, grievance and absence management.  
2. To explain and advise all HR matters to non-HR people in a meaningful and workable way to underpin collaborative and constructive working (coaching Managers where appropriate) throughout.
3. To take an active part in the drafting, research, development and application of HR policies and procedures ensuring existing/new legislation is correctly reflected in HR documents and that Managers’ are effectively supported to work with any changes. 

4. To ensure that all HR systems and HR team outputs are maintained and presented in a consistently professional and appropriate manner and to support this with a positive, effective and professional personal communication style e.g. ensuring appropriate records of cases are organised and filed so that a complete history of a case is held.
5. To take an active part in the development and delivery of training/learning of relevant HR policies and practices to support Managers to effectively manage their staff in a fair and consistent way.  
6. To attend meetings with a variety of management teams in order to understand the business needs of the services and to facilitate good communication.
7. To take a positive and active responsibility for your continuing professional and personal development and to support colleagues to do the same.

8. To take a supporting role in a project allocated in a given area ensuring the quality of the work is produced to a high standard and the objectives are met.
Other
There will be a requirement to travel to Trust sites on a regular basis.
There will be a requirement for occasional travel to attend meetings with external partners.
Key results area/measures for the role
The following areas are measured by a variety of methods such as feedback from Managers,

use of service, delivery of personal objectives by the individual via the performance management system
and results from HR KPI’s

1. The provision of professional, reliable and consistent HR advice.
2. A healthy, supportive and pro-active attitude is promoted to internal and external customers at all times.


3. Customers of the HR team always receive a knowledgeable, positive and supportive

experience.
4. The Trust’s initiatives relating to delivering strategic aims are supported and endorsed through the work of the HR team.

5. The morale and wellbeing of your team and colleagues is promoted and actively supported.
Person Specification
	
	Essential
	Desirable/Ideal

	Qualifications
	CIPD Level 5 Diploma in HR Management or equivalent
	Management qualification
MCIPD (Level 7)

	Skills
	Ability to coach Managers in the use and interpretation of policies 

Effective time management and work prioritisation with the ability to work well and positively under pressure

Ability to provide effective professional communication, motivation and support to customers at every level within the Trust

Mentoring skills with the ability to provide a positive and professional role model to colleagues

Be confident in using IT systems e.g. Word, Excel, HR systems 

Ability to present clear, professional materials to suit different audiences, paying attention to detail
	

	Experience
	Experience of providing HR advice and support to a busy and diverse management workforce
Dealing effectively with a wide range of employee relations and change management issues
Sound understanding of HR policies and procedures and employment legislation with proven ability to resolve a wide range of issues in creative ways.
	

	Other
	A commitment and ability to build productive and collaborative working relationships and partnerships

Ability to identify issues and develop a logical, pro-active and creative approach to problem solving, with the ability to resolve conflict using own judgement

Ability to work on own initiative as part of a team and be self-motivated

Willingness to be flexible, adaptable and responsive to change
Driver with access to own car for use at work
Commitment to delivering a high quality service and to support the aims of the Trust 
Self-awareness and a commitment to continuous personal and professional development
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