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Human Resources Advisor



Fixed point 29
Reports to the
People and Organisational Development Manager



To provide professional HR advice and guidance on a wide range of employment issues to employees and managers within the College and subsidiary companies. 

To ensure information systems are reliable and robust, management information is provided to support business strategy as required and business metrics are designed, monitored and analysed against benchmarks. 

JOB ROLE
1. Provide advice and guidance to employees, managers and trade unions on a range of employment issues including conditions of service, College Human Resource policies, employment legislation and best practice.

2. Provide advice and guidance to managers dealing with Employee Relation cases and absent employees by managing case-loads, including absence, performance, disciplinary and grievance in accordance with best practice to gain resolutions and escalation reports to the P&OD Manager where appropriate.

3. Support all colleagues in the HR department, in all HR related activities, including disciplinary or grievance cases, management information, absence management, performance management, etc.  
4. Coach Managers through difficult discussions relating to performance, grievance and disciplinary.

5. Lead or partner with other HR colleagues/stakeholders in the implementation of the People Operating Plan, projects and initiatives at the College. 

6. Assist with the management and development of the College HR reporting tool (Business Objects) to ensure iTrent users have access to relevant and accurate management information, College metrics are monitored and analysed in order for Board reports to be produced to schedule, collect national and local benchmarks and assist in the analysis of the statistics.
7. Monitor the system accuracy and report concerns.  Work with colleagues where training issues are apparent in order to prevent future problems.
8. Support the review and development of all HR policies ensuring all stakeholders are consulted and engaged.

9. Provide advice and guidance to managers dealing with family friendly policies (maternity, flexible working, paternity etc).

10. Support and assist with the recruitment and retention process, ensuring a quality experience is given to all candidates, attend and advise on interviews. 
11. Provide support and development to our HR/Payroll/ MIS system, iTrent (MHR Software) users, including maintaining and updating the system and liaising with other departments to ensure data integrity and efficiency. 

12. Support all aspects of Equality & Diversity, ensuring the completion of annual workplace equality index.  Ensure of Everyone Matters- Celebrate individuality is kept up to date and promoted to staff.  Attending the Safeguarding Steering Group as appropriate. 

13. Assist with annual system housekeeping routines and ensure activities are undertaken.

14. Actively support the various employee engagement initiatives.

15. Contribute to the achievement of national accolades or inspections, e.g Investors in People, Ofsted and NE Better Health etc.

16. Represent the P&OD Manager at internal and external meetings as required.

17. Keep up to date with employment legislation and good practice and recommend improvements in processes to the P&OD Manager.

18. Any other duties as required appropriate to the scale/nature of the post.
GENERAL RESPONSIBILITIES
All people who work for the College are expected to engage in normal business tasks such as:

· Know what and where the College strategy is, what it contains, and make sure what they do on a day to day basis is in line with the strategic objectives in some way. 

· Ensure the work they do is of a high quality standard and College procedures and policies are followed at all times.  

· Engage in personal professional development to keep up to date in industry/commercial issues, attend mandatory training, Principals addresses and the Staff Conference.

· Present the College in a positive way at all times with external clients, students, customers etc.

· Work flexibly and efficiently in order to meet customers’ needs, whilst maintaining the highest possible professional standards. 

· Bring new ideas and try new ideas/approaches with an open mind.

· Comply with the College’s HR policies and the Health & Safety policy, at all times.

· Support the College’s commitment to carrying out its functions with a view to safeguarding and promoting the welfare of children, young people and vulnerable adults. 
· Respect everyone, regardless of who they are, in accordance with the College policy relating to equality and diversity.  In doing this, ensure that everyone within the College is free from any kind of bullying/harassment.

· Fully engage in the performance management process.

· Maintain confidentiality and security of data at all times.

· Live the values and behaviours in daily College life and embed in everything they do.

OTHER
It’s important we keep this document up to date, so that everyone knows exactly what is expected of them and misunderstandings are avoided.

This job description can be changed but only in consultation with you, your manager and if you wish, your trade union representative. 

PERSON SPECIFICATION
Human Resources Advisor 
What will you need to be able to do the job?

Skills, Knowledge and Aptitudes

· Clear aptitude for and experience in numerical analysis and data insight
· Strong analytical skills, the ability to interrogate and interpret data, spot errors or anomalies to identify trends and issues, and benchmarking against external organisations
· Building and owning management reporting processes in conjunction with key stakeholders; 

· Have a natural aptitude for using HR systems 
· Ability to work confidently and independently on all aspects of HR, yet be prepared to roll up your sleeves and support colleagues
· Great communication skills, verbal and written
· Be highly collaborative with a  can do attitude and ability to build strong relationships

· Confidence in dealing with a wide range of managers, employees, and external organisations in providing commercially focussed HR solutions.
· Possess an up to date knowledge of current employment law and be able to provide practical advice to managers with employment issues;&

· Ability to motivate and coach individuals.

Qualifications & Training

· Associate member of CIPD or has proven skills and relevant experience in similar role.
· Level 4 qualification in a business related subject
· Evidenced up to date CPD record.
Experience

· A minimum of 2 years within a HR Advisor role across multi sites, providing a wide range of employee relations advice
· Management of sickness absence with understanding of interventions to reduce absence levels
· Experience of successful resolution of disputes and performance management issues
· Advanced experience of using HRIS and can demonstrate benefits
· Has experience of producing HR statistics / KPI’s and understands how these support organisational objectives
· Produce national reports including the gender pay gap reports
Disposition

· Friendly/personable/team player
· A sense of humour
· Capable of building positive relationships with customers/colleagues
· Ability to work calmly under pressure and with attention to detail
· Ability to handle both sensitive issues and workforce conflict
· Self-starter who is proactive and can work by themselves
· Persistent in their goal to achieve excellence, high standards and to solve problems
Special requirements

· References which are satisfactory to the College

· Medical Clearance

· DBS Clearance which is satisfactory to the College

· Evidence of qualification certificates

· Evidence of Right to work in the UK
· Driving licence and use of own car
It would be even better if you also had…

Skills, Knowledge and Aptitudes

· Possess skills and knowledge of using iTrent 
· Being competent at using business objects
· Knowledge of project methodologies.
· Has experience of consultation processes.

Qualifications & Training

· Chartered member of CIPD

· Possess a recognised HR qualification at degree level or above
· A coaching qualification
Experience

· Experience of delivering a national HRBP service
· Have experience of agile working
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