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JOB DESCRIPTION

Job Title:



Human Resources Advisor 


Centre:



Human Resources


Reporting To:


Head of HR Advisory Services

Date JD revised:


September 2017
Post Number: 


SMT 47
The primary purpose of this job role is:
Working as part of the Human Resources team you will be responsible for leading and advising and supporting on all HR issues falling within designated areas of the College in line with the Department’s organisational objectives and ensure a high level of professionalism is maintained. The role will be based at the College’s Cambridge campus however you will be required to work flexibly across both the Cambridge and Huntingdon Campuses.
The primary duties, tasks and responsibilities of this job role are to:
1.  Provide professional advice, guidance, training and support to managers in dealing with HR issues.

1.1 
Provide professional advice and support to managers in dealing with complex issues 
such as performance, misconduct, grievance, probationary and ill-health issues.  This includes attending and recording meetings and hearings and producing appropriate documentation.
1.2      Advise managers on implementation of College HR procedures and policies.
1.3 
Advise and facilitate in situations of change where there are HR implications i.e., 
restructuring, TUPE transfer etc. 
1.4 
Maintain effective working relationships with managers, ensuring there is regular communication, to ensure they are receiving the service they need from the department and to work with them on key issues in a pro-active manner and against College wide aims and targets.
1.5 
Ensure managers are clear about their responsibilities and actions they need to take and what elements the HR Department will undertake.

1.6
Support and advise managers on identifying training needs within their areas and in 

implementing any college wide initiatives. Work closely with the Senior Manager Human Resources in incorporating these needs into the departments training schedule.
1.7      Advise managers on how to utilise the data and on any arising actions they need to 

take, including probationary and appraisals.  
2
Strategy and Policy
2.1
Keep up to date with changes in employment law and as required, proactively makes recommendations for changes in College policies or practices to ensure compliance.

2.2
Make recommendations for improvement to College HR policies and practices based on experience and knowledge gained form external sources.

3 Project Management

3.1 Responsible for taking the lead role in the delivery of specified HR projects in line with the requirements of the HR department. Duties associated with this may include but not be limited to scoping the project, consultation and negotiation with key stakeholders, escalating to senior management where appropriate, reporting on delivery to plan, policy redesign as appropriate, design and implementation of roll out strategy.   

4 Training and Development
4.1 Undertake job analysis in line with College policy and procedure.
4.2 Support the team in arranging staff development activities. 
5         Other responsibilities

5.1     Responds to staff requests for information and complex queries on matters relating to 

          their employment. These may be issues highlighted by other members of the team or  

          provided direct from members of the College 

5.2      Design and deliver in-house training courses and guidance for managers in HR topics.
5.3      Work with other members of the team to ensures that the computerised information 
           system works effectively, customising the system and making recommendations for  

           change as  necessary.
5.4       Undertake job analysis in line with College policy and procedure. 
5.5      Support the team in recruitment activities, including staffing approval process, selection and interview. 

5.6      Attend and contribute to team meetings. 
5.7
To actively advance equality of opportunity and foster good relations within the College community.
5.8 To adhere to College equal opportunities policies, procedures and practices. 

Undertake such other duties as may reasonably be required commensurate with the

grade of the post, at the initial place of work or any other college site.

The resource management responsibilities of this role are;

Financial:  None

People Management: None

Other: N/a

Special conditions or working arrangements applicable to this role are;

This post is defined as being within a regulated environment and therefore the post holder is required to hold an enhanced DBS disclosure check deemed acceptable to the College.

The College is committed to safeguarding and promoting the welfare of children and vulnerable adults and expects all employees and volunteers to share this commitment.
	Terms and Conditions


	Details

	Salary Scale


	APT&C Scale S02

	Salary: (to be pro rated if part-time)


	£28,359 - £30,031 per annum 

	Superannuation Scheme:
	Local Government Pension Scheme


	Number of hours to be worked per week


	37 hours per week

	Full year or term time only contract


	Full year


	Contract type


	Permanent 

	Annual Leave Entitlement 


	25 days per annum (pro rated)


EMPLOYEE PROFILE

	ATTRIBUTES
	ESSENTIAL ATTRIBUTES CANDIDATES MUST HAVE ON ENTERING THE ROLE


	ADDITIONAL

KEY
ATTRIBUTES ALREADY HELD OR TO BE DEVELOPED TO PERFORM  THE ROLE
	ASSESSMENT METHOD

e.g., application form, interview, tests



	Qualifications
	Hold full/part CIPD qualification, Degree HNC/HND or equivalent level qualification

IT Skills – able to use word, excel, e-mail and internet to a competent level

	Willingness to undertake appropriate updating courses

	Application form/interview
Application form/interview



	Related 

Experience
	Significant experience of providing professional advice and guidance to managers and staff in the full range of HR issues.
Knowledge and skills in developing HR policies and procedures


	Experience of influencing and negotiating at all levels of an organisation
Experience of working with employee representatives and trade unions
	Application form/interview

Application form/interview



	Special  

Circumstances
	Flexible approach to working hours when necessary as occasional evening or Saturday working may be required.

Willingness and ability to travel and work between the College campuses at Cambridge and Huntingdon.
	
	Application form/Interview

	Knowledge, skills and abilities
	Knowledge of employment law

Knowledge of best practice in dealing with recruitment & selection, disciplinary, capability, absence and restructuring situations

Ability to communicate effectively with all levels of the organisation
Advisory skills
Ability to manage a diverse and demanding workload ensuring deadlines are met

	Presentation skills with the ability to deliver training in 
HR topics

Organisation Skills

Knowledge and experience with computerised HR system
Administrative skills

Coaching and interviewing skills

Team working skills
	Interview



	Disposition and approach
	Flexible approach to differing demands and needs of others including other team members
Self motivated with strong customer service focus
Positive attitude and solution orientated

Confidentiality
To promote and safeguard the welfare of children and vulnerable adults

	Accuracy and attention to detail

Enthusiastic and committed

	Interview




