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Post: HR Advisor – Schools


	Salary/Grade
	Support Staff grade 6  - £22, 989 - £25, 181

	Responsible to:
	Head of Human Resources

	Working time:
	Full Time – 36 hours per week




Main purpose of the post:
· To assist the Head of Human Resources providing a high quality, cost effective HR service that meets Trust needs and corporate objectives. To work flexibly and collaboratively with other colleagues in the HR team and proactively identifying areas for service improvement within the HR function.
· To contribute to the provision of a high quality HR service to staff and managers of the Trust, maintaining, at all times, confidentiality.
· Review and report upon HR data with managers and other HR staff.
Main duties:
1 Operational/Strategic Planning

1.1 To participate in key Trust processes as required.
1.2 To act at all times in accordance with Trust policies e.g. Health and Safety, Equality & Diversity, Inclusion, Quality Assurance and Safeguarding.
1.3 To work flexibly in the interests of the organisation as required.
1.4 Contribute to setting standards in the Department’s annual self-assessment report and action plan in line with the Trust’s planning and quality assurance procedures.
1.5 Proactively support curriculum staff through effective liaison with Cover Supervisors/Agencies ensuring supply requests are arranged in a timely manner and arrangements communicated appropriately.
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2 Staffing

2.1 To be the first point of contact for line managers for all employee relations
issues and provide advice and guidance in line with Trust policies and procedures, employment law and best practice.

2.2 To advise and support managers through the disciplinary and grievance procedures and management of cases. This will include advising on the process, managing the investigatory process, drafting letters and reports, taking notes at meetings and ensuring that consistent outcomes are given at all meetings where possible.

2.3 To advise and support managers on the management of sickness cases in
accordance with the Trusts absence management policies and the Equality Act, liaising as appropriate with Occupational Health and the HR Administrator for Sickness Absence. This will include welfare meetings, drafting letters and reports, ensuring that consistent outcomes are given at all meetings where possible.

2.4 To advise and support managers on restructuring their services, including support with redundancy, voluntary severance, redeployment and early retirement cases in accordance with policy and employment legislation.

2.5 To advise and support managers on probation, capability and performance  management cases. This will include advising on the process, managing the investigatory process to ensure acceptable levels of individual employee performance, drafting letters and reports and ensuring consistent outcomes are given at all meetings where possible.

2.6 Conduct internal workplace mediation, if formally accredited, as a form of alternative dispute resolution as and when required.

2.7 To ensure maternity, paternity and adoption cases are managed effectively, employees are kept fully informed or their entitlements and payroll are aware when leave commences and ends.

2.8 To keep abreast of developments in employment legislation and case law,
and be proactive in ensuring managers are appropriately briefed on relevant changes and new legislation, inclusive of undertaking inductions/workshops for all staff.

2.9 To maintain and provide statistical and management information as required for reports such as SLT and monthly HR reports for the Head of Human Resources.

2.10 To undertake inductions and provide advice to employees and managers on conditions of service issues / queries.

2.11 To proactively identify, develop and implement improvements to systems and procedures to enhance service efficiency.

2.12 Ensure that the HR database, employee establishment and other systems for staff are maintained and produce reports when necessary.

2.13 Audit check offer letters, contracts of employment and transfer letters prior to passing to the Head of Human Resources for approval/signature.

2.14 Assist within the Recruitment process by developing job descriptions, preparing advertisements, checking application forms, short listing, interviewing and advising on selecting candidates.
2.15 
2.16 Support the Head of Human Resources and contribute projects such as the SAR and in the creation and amendment on policies and procedures.

2.17 Carry out other routine and ad hoc administrative tasks as directed by the Head of Human Resources.

3 Students Safeguarding

3.1 Commit to safeguarding and protecting the welfare of children and young people by ensuring effective implementation of the safeguarding policy/procedures and the Prevent Strategy.
3.2 Undertake all necessary pre-employment checks and DBS checks/risk assessments in accordance with the recruitment and selection policy and procedures.
3.3 Take responsibility for keeping the Single Central Record up to date.

4 Discipline
4.1 Take responsibility for promoting good standards of behaviour and conduct in students by implementing and reporting breaches of the Student Conduct and Discipline policy.

5 Learner Involvement
5.1 Contribute to the development and implementation of the Learner Involvement Strategy in order to improve the quality of provision and to respond appropriately to learner needs.

6 Quality Assurance
6.1 Contribute to the Self-Assessment Report and Quality Improvement Plan within the Department.
6.2 Participate in the Trust’s Performance Management Review system and have an annual review meeting with your line manager.
6.3 Keep a professional development file to record personal training and development.

7 Equality and Diversity
7.1 Create a purposeful, positive and supportive working environment,  sensitive  to equality and diversity.
7.2 Compile end of year statistics as required by the Equality and Diversity Co-ordinator enabling accurate monitoring of equal opportunities information.


8 Communications
8.1 Ensure strict confidentiality is maintained at all times.
8.2 Act as first point of contact for dealing with general enquiries relating to HR matters as and when they arise, assisting wherever possible.
8.3 Attend Trust events, briefings and meetings as part of the Trust’s meeting schedule.
8.4 Use the Trust’s systems, policies and procedures to communicate issues as necessary.

9 Marketing and Liaison
9.1 Contribute to the marketing and promotion activities of the Trust and the Department and in particular, in relation to recruitment.

10 Management of Resources
10.1 Ensure resource management is efficient and there is effective deployment of resources at all times.

11 Other
11.1 Contribute to the Trust mission and ethos and support the aims and objectives of the Trust.
11.2 Follow and comply with the Trust’s policies and procedures as outlined in the Staff Handbook  and  take  responsibility  for  the  duty  of  care  in  respect  of  the  levels      of Health and Safety across the Trust.
11.3 Undertake any other duties of an equal nature as assigned by the Principal or her designated alternate.
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