JOB DESCRIPTION

	JOB TITLE:
	HR Advisor
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	REPORTING TO:
	HR Manager


	

	SALARY:
	Grade SO1 £28,863 - £30,623 per annum (Inclusive of Outer London Weighting)


	

	HOURS:


	Full time- 36 hours per week
	

	ANNUAL LEAVE:
	26 days (rising to 29 after 5 years’ service), plus bank holidays


	


Purpose of the Role
To provide a high quality HR advisory and support service, covering a broad range of employment issues including employee relations casework, recruitment and selection and generalist HR support.

Key Responsibilities:
· Act as a first point of contact for staff within assigned business areas of the College. Work collaboratively with managers and support them in all aspects of staff management.

· Ensure that all employee relations casework (i.e. discipline, grievance, sickness) is progressed promptly and fairly and that managers are professionally supported and advised.
· Manage the process of staff recruitment and selection, including the drafting of adverts, job descriptions, offer letters and contracts. Ensure that best and safe recruitment practices are adhered to. 

· Run training sessions for staff in order to raise understanding of HR related issues and promote their consistent application.

· Support the HR Manager in communication with trade unions representatives and officials, including notetaking of JNC meetings.

· Provide advice to staff on pay and reward, grading, and conditions of service and draft correspondence on these issues as required 

· Undertake project work and support the implementation of HR initiatives

· Process pre-employment checks and handle the administrative arrangements associated with appointment, induction, assessment and appraisal including the DBS process. 
· Support the development and management of HR systems and data and provide staffing reports.
· Liaise and work with the College payroll provide to ensure the smooth and accurate running of payroll. Ensure that all administrative processes are carried out promptly and accurately.
· Drafting correspondence and reports as needed in relation to any staffing matters. 
· Work flexibly with HR colleagues to provide a seamless and effective HR service to the College.

· Undertake any other reasonable duties at the request of management. 

· The post holder will be expected to be available to work outside of their normal hours from time to time, to support key activities during the academic year.  E.g. College open days and enrolment. Advance notice would be given and appropriate time off in lieu would be negotiated.
General Responsibilities

· SAFEGUARDING - All staff are expected to safeguard and promote the welfare of students.  All staff are also required to complete safeguarding training and attend further training as needed.

· EQUAL OPPORTUNITIES –We are committed to the equal opportunities for all. Staff are expected to act in accordance equal opportunities policy and practice.

· Support the aims and ethos of the college and promote and work in accordance with College policy and practice

· Carry out any other duties commensurate with the general responsibilities of the post.

· To undertake and/or support the delivery of any training or development as required by the College.
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	Essential/ Desirable

	Qualifications



	Level 5 CIPD qualification (or equivalent), or currently working towards this
	E

	Experience



	Experience of advising staff/managers on HR Policies and Procedures 
	E

	Experience of managing HR tasks and processes
	E

	Experience of managing multiple tasks and working to deadlines
	E

	Experience of supporting or managing the recruitment process
	E

	Experience of using HR systems
	E

	Experience of working within the education sector
	D

	Experience of supporting the management of employee relations casework
	D

	Experience of payroll and pensions administration
	D

	Skills & Abilities



	Excellent written communication skills
	E

	Ability to analyse data and produce reports
	E

	Good IT skills, particularly MS Office
	E

	Ability to communicate effectively
	E

	Ability to build positive working relationships
	E

	Ability to use initiative and judgement
	E

	Knowledge and Understanding



	Up to date knowledge of employment legislation
	E

	An understanding of the post 16 education sector
	D

	Personal Attributes



	An awareness of and commitment to managing equality and diversity
	E

	An awareness of and commitment to student safeguarding
	E
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