
Person Specification  - HR Advisor  
 

 
 

Qualifications and Training  Essential (E) 
Desirable (D 

 Minimum CIPD level 5 or equivalent professional HR qualification or working 
towards qualification 

 Degree or equivalent professional qualification. 

 Fully qualified CIPD member with evidence of continuous professional development. 
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Experience  

 Significant generalist HR advisory experience and support. 

 Experience of working in an educational setting in a HR Department. 

 Experience of supporting managers in effectively and effectively managing sickness 
absence, capability, disciplinary and grievance matters to an appropriate conclusion. 

 Experience of delivering training to managers and senior leaders. 

 Experience of handling and advising on complex employee relation issues. 

 Experience of managing staff and delegation. 

 Awareness of immigration legislation. 

 Experience of working with trade unions. 
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Skills, Knowledge and Abilities  

 Ability to work under pressure and flexibly in order or meet competing demands, 
that are time critical. 

 Strong interpersonal and communication skills, including sensitivity and the ability 
to influence others. 

 Strong numerical skills 

 Literate and able to compile clear reports, correspondence and other 
documentation. 

 Ability to apply and interpret procedures and policies effectively, in the context of 
individual cases and business need. 

 Up to date knowledge of employment legislation and its application. 

 Ability to support in the development and implementation of effective HR systems. 

 Excellent and competent IT and report writing skills. 

 A sound understanding of safeguarding legislation and guidelines in education. 

 Ability to manage others and work collaboratively in a team environment. 

 Excellent attention to detail and accuracy. 

 Ability to use own initiative. 

 Ability to contribute to policy development. 

 Ability to collect, collate and analyse information to enable informed decisions to be 
made 

 A good understanding of GDPR regulations/Data Protection responsibilities and how 
they are implemented within a HR environment. 
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Job Title 
HR Advisor 

Thematic Area 

Associate Staff/Education 
  

Grade 

Grade 8, SCP 26-31  

Salary: £32,909 - £37,261 

Location 

Q3 Academy Tipton (with hybrid working: a range of office, 
Academy and home working, with some requirement to work at 
other sites that form part of the Trust as mutually agreed). This 
role is subject to form part of our centralised HR Service. 



Other Attributes & Qualities   

 Committed to the maintenance of confidentiality, discretion, diplomacy and 
professionalism at all times. 

 Ability to be impartial and objective. 

 Committed to equality, diversity and inclusion. 

 Committed to your personal and professional development. 

 Committed to safeguarding in accordance with Keeping Children Safe in Education. 

 Self-motivated and proactive with a solution driven approach to work. 

 Flexible and adaptable and willingness to work across sites within the Mercian Trust. 
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