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Job Description

Human Resources Advisor

Title of Post:

Human Resources Advisor 

Section:

Human Resources

Reporting to:

HR Manager
Responsible for: 
HR Officer
Hours:


36 hours per week, 52 weeks per year 
Grade:


SO2
MAIN TASKS
1. Provide a personal, effective and efficient service to departments within the college ensuring high quality advice and assistance on appropriate human resources issues.
2. In conjunction with the HR Manager to be the first point of advice and support to managers dealing with more complex staffing issues, this includes sickness absence, probationary periods, maternity/ paternity leave, capability and disciplinary issues. 

3. In conjunction with the HR Manager the post holder will deal with casework in relation to sickness absence, probationary periods, maternity/ paternity leave, capability and disciplinary issues and employment tribunals. This will include supporting disciplinary/capability investigations where that is required.
4. Production and analysis of management information/statistics relevant to the performance college employees, particularly in the area of absenteeism, probation reviews, equal opportunities, lesson observations, poor performance and turnover.  To present such data to the Leadership Team.
5. Facilitate the production and analysis of management information/statistics relevant to the performance of the college as an employer.  
6. Ensure payroll changes are correctly completed and within the relevant monthly deadlines.

7. Maintain computerised staff database including the recording of sickness absence, annual leave and special leave.

8. As may be required the post holder will support colleagues within the HR department to ensure the delivery of effective and efficient HR services.
9. Manage project work as may be determined by the HR Manager.

10. Providing advice and playing a key role in work reviews and change processes.
11. Managing staff relationships, responding to any queries or problems that they have and managing their expectations.
12. Monitoring, reviewing and updating all HR policies and ensuring these are in line with current legislation.
13. Driving business performance in line with the organisation’s objectives.
14. Acting as the point of contact for managers, employees and other HR team members.
15. To complete in a timely manner the performance appraisal of staff with in the post holder responsibility.
16. Liaison with Occupational Health, referrals and recommendation implementation.
Other Duties 

17. Contribute to the Learner experience throughout the College.

18. Promote the efficiency and effectiveness of the HR Department.

19. Attend meetings and conferences as required from time to time at the College and elsewhere and undertake appropriate staff development.

20. Participate in staff development activities, staff conferences and the College appraisal system.

21. Assist with staff development particularly as related to the duties of this post.

22. Participate in Open Evenings, Parent/Student Consultation Evenings and other College events as required.

23. Work closely with colleagues to promote a corporate approach to the organisation and management of the College.

24. Use Information Technology where appropriate and demonstrate a commitment to developing own IT skills.

25. Promote a positive image of the College in the local community.

26. Assist with the promotion, supervision, management and administration of such College activities as may be required from time to time.

27. To carry out any other duties commensurate with the general level and scope of the post as may be required by your line manager.
28. To promote equality & diversity, safeguarding and prevent within the College.

29. Promote the College values.

30. Knowledge of employment law.
31. Personable with strong communication and relationship building capabilities across all levels of the business.
NB: References to College in this document are intended to refer to both Harrow and Uxbridge College.

Further Education is an ever-changing service and all staff are expected to participate constructively in College activities and to adopt a flexible approach to their work. This job description will be reviewed annually during the appraisal process and will be varied in the light of the business needs of the College.

Human Resources Advisor

Person Specification

	
	Essential
	Desirable
	How assessed?*

	Qualifications


	
	
	

	· 
Good general level of education (to GCSE level or equivalent)
	(
	
	AF/Cert

	· Level 3 Certificate in Human Resources Practice qualification 
	(
	
	AF/Cert

	· Level 5 CIPD qualification or willing to work towards this
	(
	
	AF/Cert

	· Educated to A Level standard or equivalent
	
	(
	AF/Cert

	Knowledge, Skills and Experience


	
	
	

	· At least 2 years’ up to date experience within a professional HR generalist role
	(
	
	AF/IV

	· Good knowledge of employment law and its implementation
	(
	
	AF/IV

	· Excellent IT skills (Microsoft Word/Excel) 
	(
	
	AF

	· Experience of working with HR Information systems and providing management reports
	(
	
	AF/IV

	· Confident communicator with ability to negotiate with and persuade others
	(
	
	AF/IV

	· Good written communication skills
	(
	
	AF

	· Excellent planning and organisational skills
	(
	
	AF/IV

	· Experience of working effectively as part of a team
	(
	
	AF/IV

	· Ability to manage/supervise the work of other staff 
	(
	
	AF/IV

	· HR experience in an education environment 
	
	(
	AF/IV

	· Working knowledge of i-trent HR Information system
	
	(
	AF/IV

	Personal Attributes


	
	
	

	· An enthusiastic and positive manner 
	(
	
	IV

	· Ability to build strong relationships with Partners and Managers across the college
	(
	
	AF/IV

	· Ability to work flexibly when required
	(
	
	IV

	· Ability to work effectively under pressure and manage conflicting priorities
	(
	
	IV

	· A commitment to personal and professional development
	(
	
	AF/IV

	· A Commitment to Equality and Diversity, Safeguarding/Prevent
	(
	
	IV


Evidence of criteria will be established from:

AF = Application Form

IV = Interview

Cert = Certificates checked on induction

Test = Literacy / Numeracy Test
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