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JOB DESCRIPTION FOR THE POST OF:  

Human Resources Adviser

RESPONSIBLE TO:  

HR Manager

GRADE:  POE
JOB SUMMARY:

In the context of the College’s commitment to providing high standards of further education and training for all students: 

· To be the first point of contact for staff queries about routine employment matters and to provide a full professional operational HR service to designated areas of the College which may change from time to time;

· To provide timely, relevant and technical/professional advice and guidance to line managers and staff across the College at a level commensurate with the grade;

· To contribute to HR policy development and project work as delegated by the HR Manager and Group Director of HR.

1.
General HR

1.1 To manage recruitment processes within designated areas, advising managers throughout all stages of the recruitment process, participating in selection panels and chairing panels as necessary.

1.2 To provide advice to, and process documentation for, starters, leavers and contractual changes, including disclosure checks (the postholder is a countersignatory), preparation of contracts of employment, liaison with Payroll, induction, probation, pay awards etc.

1.3 To provide advice to, and process documentation for, ad hoc individual matters such as maternity leave, special leave, annual leave, flexible working requests, pay, and terms and conditions of service queries. etc.

1.4 To provide advice to the College managers with regard to employment legislation, pay and conditions of service, capability, discipline and grievance, general staffing issues, referring to the HR Manager when appropriate.

1.5 To develop and maintain effective working relationships with a wide range of staff, managers, trade union representatives and other service areas such as Payroll, and outside organisations, e.g. College Solicitors,. Employment Agencies and Pensions Agencies.

1.6 To assist the HR Manager in the provision of training to College staff on implementation and use of Human Resources policies and procedures.

1.7 To facilitate in-house HR training workshops on a rotational basis.

1.8
To assist the HR Manager, HR Systems Analyst and Group Director of HR in the development of HR management procedures including the use of the computerised HR information system.

1.9
To undertake specific HR projects and contribute to policy development as directed by the HR Manager.

1.10
To operate to set quality standards within HR, ensuring that a quality service is provided in line with the College’s Strategic Plan.

1.11
To undertake induction processes on a rotational basis.

1.12
To liaise with Directorate or Service Heads on the completion and receipt of staff individual performance review forms and the monitoring of any identified training.

1.13
To update designated department information on the HR system as appropriate throughout the academic year.

1.14
To assist  the HR Manager in the compilation of data required for the completion of various external benchmarking surveys, the SIR, national statistics questionnaires  where necessary and on a rotational basis.

1.15
Provide support and guidance to the HR Administrators on an ongoing basis.

2.
Employee Relations

2.1 To support line managers in the handling of routine Disciplinary and Grievance cases providing advice, assisting managers with investigations and attending formal meetings/hearings, where appropriate.  

2.2
Handle the College's process in relation to the management of legal cases such as employment tribunals which includes working closely with managers and senior managers, Staff Union Representatives, ACAS and the College insurers and solicitors.

2.2 To support line managers in managing sickness absence, advising managers on appropriate action, attending formal meetings where needed and providing information re: absence levels as appropriate.

2.3 Where applicable arrange occupational support for staff by liaising with the College’s Health and Safety Adviser or external health providers and GP services and follow up as appropriate.

2.4 Where appropriate provide an “informal” mediation service for managers and staff as required.

2.5 To lead or participate, as appropriate, in discussions, consultation and negotiations in restructures and potential redundancy situations.

2.6
To attend and/or minute meetings as required.

3.
Routine Administration 

3.1 Administration of recruitment process from drafting and placing of advertisements through to selection, interview and appointments.

3.2 Preparation of contracts of employment, variations and terminations of contracts.

3.3 Administration of leave procedures including maternity leave, special leave, annual leave etc.

3.4 Administration of sick leave and absence monitoring procedures, processing pay changes where necessary.

3.5 To oversee administration of new starters procedures including medical checks and criminal clearance of staff, induction, references etc.

3.6 Authorisation of salary payments in accordance with policies and procedures including job evaluation, notification of starters, leavers, variations to contracts, and implementation of pay awards. 


3.7 To maintain and oversee the maintenance of confidential records and files, both manual and computerized.

3.8 Maintenance of data on HR computerised record system including producing regular reports and management information as required or requested by the HR Manager and Group Director of HR.

3.9 Ensuring all actions in relation to staff pay and benefits for according to relevant deadlines are met, including the production of the payroll month-end report and dissemination of information to external organisations such as the College Childcare Voucher provider on a rota basis.
4.
General

4.1 To undertake all aspects of the work stated above in accordance with the College’s policies and procedures with due regard for employment legislation, good HR practice and the College’s commitment to safeguarding, equality and diversity.

4.2 To work with managers by providing guidance and support to employee who have declared disabilities or long-term health issues, referring them to be assessed by outside organisations where appropriate.

4.3 To undertake any other such duties commensurate with the grading of this post in consultation with the HR Manager and Group Director of HR.

4.4
To deputise for other HR Advisers and HR Manager as required.

This job description is current as at the date shown below.  In consultation with the post holder it is liable to variation to reflect or anticipate changes in the job.

********************************

Notes:

An Enhanced will be requested of the successful candidate.

Disabled candidates meeting the essential criteria are guaranteed an interview.

This job description is correct as at the date shown below.  In consultation with the post holder it is liable to variation to reflect or anticipate changes in the job.
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PERSON SPECIFICATION: HR Adviser

Essential

1.
Minimum of three years’ generalist HR experience of working in a busy HR Department, preferably within the FE Sector or other educational sectors. 
2.
Degree in Human Resources or other relevant degree.  Evidence of full CIPD or part qualification.

3.
A commitment to proactively promoting equality & diversity opportunities and safeguarding through the delivery of a professional HR service together with practical ideas for implementation.

4.
Proven organisational skills to ensure that the range and responsibilities of designated areas are undertaken effectively and according to tight deadlines, including supporting tasks delegated to the HR Administrators and other HR Advisers.

5.
Experience of advising managers on a wide range of issues including pay and terms of conditions, recruitment and selection, employee relations and general staffing issues.

6.
Knowledge of UK employment legislation and the ability to interpret and offer practical advice at a level commensurate with the post.

7.
Ability to communicate effectively both orally and in writing on a wide range of HR issues.

8.
Ability to work flexibly and supportively as part of a small HR team, suggesting improvements, sharing good practice and positively promoting the role of HR in the College.
9.
Ability to develop effective working relationships with colleagues, managers, trade union representatives and staff across the College and with outside organizations.

10. Ability to work effectively on own initiative and within limits of own professional boundaries and knowledge. 
11. Experience in prioritising varied and conflicting work demands.
12. A working knowledge of and ability to use computerised HR systems, word processing and spreadsheet packages.

13. Experience in generating reports to demonstrate compliance with E&D monitoring, staff turnover, access to training etc.

14. Ability to respond and adapt positively to change within a unionised environment.

15. Good numerical Skills.

Desirable

1.
Experience of guiding junior members of staff.

2.
Knowledge of working closely with unions.
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