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Job Description
	Job Title: 
	Employee Relations Advisor

	Reporting to:
	Employee Relations Partner (for Group) and HRPB (for Central Team) 

	Location: 
	Twigworth (Gloucester) with some UK travel



	Main Purpose	

	Support the delivery of an effective and efficient Employee Relations Service across the Aurora Group.
Support the delivery of the Human Resources Strategy. 



	Key Accountabilities	

	· Provide guidance to line managers on how to manage potential ER issues at the informal stage prior to any formal action.
· Provide practical advice and guidance to line managers on how to manage formal ER issues in line with Aurora’s HR Policies and procedures. This will mainly be advising on ER cases up to and including final written warning stage, with support and guidance from the Group ER Partner on any dismissals. 
· Proactively monitor cases to ensure they are dealt with in a timely manner.
· Partner the Services’ SLTs and central HR team colleagues to create and sustain positive employee relations best practices across the company.
· Support and take on ER projects and other projects with ER components.
· Support the identification of trends and risks through production and interpretation of meaningful management information.
· Support the development and maintenance of HR policies, procedure and toolkits, working in collaboration with HR colleagues. 
· Support, coach and train managers in their development of management of people skills.
· Collaborate with HR colleagues on specific change management programmes, ensuring compliance with legislation and best practice.
· Support delivery of compliance requirements across the business including Keeping Children safe in Education, Safeguarding, Ofsted, CQC and other external body guidance.
· Support the identification of trends and risks through production and interpretation of meaningful management information.




	Key Duties

	· Act as first HR point of contact for Line Managers for their people management issues such as; sickness absence, probation, grievance, disciplinary and capability 
· Support investigating managers to ensure investigations are robust and carried out in a timely manner.
· Work in collaboration with HR colleagues on the development and maintenance of HR policies, procedures and toolkits.
· Support, coach and train line managers in their development of management of people skills.
· Liaise and collaborate with regional HRBPs/Head of HR Operations and senior operational colleagues and external agencies as appropriate.
· Support regional HR Administrator/s and relevant manager/s to ensure hearing documents (letters, papers for hearing, guidance for Chair) are produced to the appropriate standard.
· Support on the delivery of ER projects. 
· Seek to build positive relationships with trade union representatives and other external agencies.
· Support execution of Data Subject Access requests
· Provide regular reports and updates with commentary on trends and significant factors.
· Attend operational sites, as and when required, to build key business relationships and improve ER service provision



	Knowledge, Skills and Experience	

	Qualifications
· CIPD level 5 qualified or equivalent
Knowledge
· Up to date knowledge of UK employment law, relevant case law and decisions
· Understanding of TUPE legislation
· Good understanding of MS Office tools (Outlook, Excel, Teams) and HR information systems
Skills & Experience
· Demonstrable good interpersonal skills - written and verbal.
· High attention to detail and levels of accuracy
· Ability to coach line managers to enable them to effectively deal with their ER issues.
· Ability to build effective and positive relationships with managers across the Group and with external parties such as union representatives.
· Demonstrable ability to influence line managers.
· Ability to balance needs of the business with ER best practice, policy and procedure.
· Willingness to develop and deliver group training both in person and via Microsoft Teams
· Time management to balance time between projects and time sensitive ER cases



	
Requirements of Role	

	· The role requires professionalism and resilience.
· There will be a requirement for some travel including overnight stays away from home Enhanced DBS is required for this role as there will be regular and potentially unsupervised attendance at sites and access to sensitive child/vulnerable adult data



	Additional Information	

	As part of the Aurora Group everyone is:
· expected at all times to behave and act in a way which promotes and contributes to the overall aims, values and ethos of the Company. 
· required to participate in regular training and other learning activities, and in supervision, appraisal and development as required by the Company’s policies and procedures.
· required to participate in any relevant current and new legislative and regulatory activities as may occur from time to time.
· required, through personal example and clear action, to demonstrate commitment to equality and diversity ensuring equality of access and treatment in employment and service delivery to all.
· required to promote The Aurora Group’s Health and Safety at Work Policy and Procedure and ensure these are implemented effectively.
· The Aurora Group takes seriously its responsibility for safeguarding and is committed to safeguarding and promoting the welfare of children and young adults. Therefore, everyone employed by the Aurora Group is expected to share this and act accordingly by applying organisations policies and procedures and attending regular safeguarding training.


This job description sets out a summary of the key features of the role. It is not intended to be exhaustive and will be reviewed and amended periodically to ensure it remains appropriate for the role.
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