
[image: header background.jpg]
HR Adviser (fixed term)
Job description

	Salary
	£38,220 – £41,771 per annum (NJC SCP 27-31) 
37 hours per week (all year round)

	Location
	Hybrid working based at Co-op Head office for 2 days per week (1 Angel Square, Manchester, M60 0AG)

	Reports to
	HR Employee Relations & Transactional Manager

	Responsible for
	N/A




	Purpose of role

Working as part of the advisory and transactional team, to provide expert professional and pragmatic first line advice, with an emphasis on supporting and coaching managers to resolve any employee relations matters at the earliest opportunity.

Support managers with casework by providing legally sound and trusted advice, ensuring fair, consistent and legally sound outcomes.

Administer the employee lifecycle using the newly implemented SAM People system, focusing on a positive employee and line manager experience.



	Key accountabilities
· As part of the advisory and transactional team, be the first point of contact for queries relating to policies, terms and conditions of employment and employment practices.
· Provide expert and pragmatic advice with the objective of resolving employee relations matters at the earliest opportunity.
· Build relationships with stakeholders, embedding credibility through each interaction.
· Coach and upskill managers to strengthen their people management skills, with a particular focus on employee relations capability and confident decision-making.
· Support formal processes such as disciplinary, absence, grievance and capability, ensuring fair, consistent and legally sound outcomes, whilst mitigating organisational risk.
· Support organisational changes processes such as redesigns and TUPE transfers.
· Engage positively with trade unions.
· Champion the full employee lifecycle, focusing on accuracy and efficiency; maximising the opportunity to create a positive employee and line manager experience.
· Ensure compliance with statutory guidance and internal policy relating to child safeguarding.
· Contribute to wider initiatives linked to the People Strategy and Trust Strategy.



Person specification

	Personal attributes required (based on job description):

	Attributes
	All attributes are essential, unless indicated below as ‘desirable’
	How measured, e.g. application form (A), interview (I) test (T)

	Qualifications
· CIPD qualified Level 5 (or equivalent)/working  towards completion
· CIPD qualified Level 7 (or equivalent)/working towards completion
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	Experience
· Demonstrable experience in a HR Adviser role with broad exposure across the full employee lifecycle.
· Substantial experience of handling complex employee relations cases end-to-end.
· Experience of organisational change exercises and TUPE transfers.
· Working in a unionised environment.
· Experience in the education sector, including KCSIE, Teachers terms & conditions and NJC pay scales
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	Skills, Ability, Knowledge
· Up-to-date, in-depth knowledge of employment law and best practice.
· High level of analytical and judgemental skill to interpret policies, legislation, and case facts to determine the optimal course of action.
· The ability to assess consequence and articulate risk.
· Excellent written and verbal communication skills, including the ability to present complex legal or HR information clearly.
· Proficient using IT and HR systems.
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	Personal Qualities
· Ability to successfully communicate with and influence trade union representatives and  stakeholders.
· High attention to detail.
· Successfully prioritise and organise own workload.
· Demonstrate personal resilience and composure when dealing with difficult, contentious, or emotive situations
· Strong commitment to providing a consistent, high-quality, and stakeholder-focused service to managers and employees
· Absolute integrity and the ability to handle highly sensitive and confidential information with discretion.
· Commitment to safeguarding children through relevant work areas, including applying safer recruitment practices and ensuring allegations against staff are dealt with fairly and appropriately.
· All our colleagues are expected to demonstrate a commitment to co-operative values and principles, British Values and the Ways of Being Co-op.
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[bookmark: _heading=h.8u62frd57x90]
[bookmark: _heading=h.4hkrspcgzyd1]Co-op Academies Trust as an aware employer is committed to safeguarding and protecting the welfare of children and vulnerable adults as its number one priority. This commitment to robust recruitment, selection and induction procedures extends to organisations and services linked to the Trust on its behalf. This post is subject to an enhanced DBS check with appropriate children and/or adults barred list check if necessary. A person who is included in the children or adults barred list commits an offence if they engage in regulated activity from which they are barred.
[bookmark: _heading=h.gsxmtt1no6g2]
[bookmark: _heading=h.o1e979f6o0k5]Co-op Academies Trust is committed to equality of opportunity for all staff and applications from individuals are encouraged regardless of age, disability, sex, gender reassignment, sexual orientation, pregnancy and maternity, race, religion or belief and marriage or civil partnerships.
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