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Role Description

Post Title:		HR Advisor
 
Grade:		Grade 5	

Post No:		

Department:		People and Policy

Reports to​​​:	      	 HR Manager
 
Responsible for:      	Temporary assigned staff
 __________________________________________________________________ 

Purpose of role
To provide high‑quality, professional HR advice and support to managers and employees across the Council. The postholder will support the effective delivery of HR services, including employee relations, recruitment and selection, terms and conditions, attendance management, workforce data, and the production of accurate contractual documentation.
__________________________________________________________________ 

Key Responsibilities  

HR Advisory Support
· Provide timely, consistent and solutions‑focused advice to managers and employees on the full range of HR policies and procedures, including: 
· Terms and conditions of employment
· Contract changes and variations
· Attendance management
· Disciplinary, grievance and capability matters
· Performance management
· Support managers to apply policies fairly and consistently in line with employment law and best practice.
· To support the HR Manager with delivering training activities in relation to HR policies and procedures.

Employee Relations
· Advise and support managers in handling formal and informal employee relations matters, ensuring accurate note‑taking, documentation and compliance with statutory requirements.
· Support the HR Manager on complex employee relations cases where required.

Recruitment and Selection
· Support managers through the end‑to‑end recruitment process, ensuring compliant and effective recruitment practices.
· [bookmark: _Hlk223622909]Use the Council’s Applicant Tracking System to manage vacancies, shortlist applicants, issue correspondence and coordinate interviews.
· Provide advice on safer recruitment, equality considerations and selection methods.

HR Administration & Contractual Documentation
· Produce accurate contractual documentation including offer letters, contracts of employment, variations and associated paperwork.
· Ensure HR records are maintained, up to date and compliant with GDPR and audit requirements.
· Collate training requests and training records
· Process HR invoices and payments as required

Payroll & HR Systems
· Use the Council’s Payroll and HR Information Systems to input, update and verify employee data, ensuring accuracy for payroll processing.
· Work closely with Payroll to resolve errors, queries and changes to employee records.
· Use the Councils Time and Attendance System, produce accurate data from the system and advise managers and employees on its use 

Job Grading & Pay
· Assist with job evaluation processes, including gathering evidence, preparing documentation and supporting evaluation processes.
· Provide information to managers on job profiles, grading and pay structures.

Workforce Data & Reporting
· Collate, analyse and present workforce data for monitoring and reporting purposes.
· Produce regular and ad‑hoc HR reports, identifying trends and supporting service improvement.

General HR Service Delivery
· Contribute to the review and development of HR policies, procedures and processes.
· Assist with employee engagement and wellbeing activities.
· Support organisational change, restructures and consultations as required.
· Build effective relationships with managers, employees and trade unions.
· Promote equality, diversity and inclusion in all HR activities.

Generic responsibilities 

• To contribute to ensuring the function’s business targets are met, in accordance with best practice, to agreed specification, and with full compliance with health, safety, professional standards, statutory and other relevant legislation. 
•• To represent the Council at corporate, regional and other meetings and forums as directed by the HR Manager. 
• To work collaboratively with Council colleagues as and when required. 
• To behave in accordance with the Council’s Constitution and Code of Conduct. 
• To comply with the Council’s Policies. 
• To undertake continuous professional development and training as required, in order to achieve and maintain the competencies required for this role. 

General Statement 
The information contained in this job description is provided to assist employees joining the Council to understand and appreciate the work content of their post and the role they will play in the organisation. However, the following point should be noted:

• Whilst every endeavour has been made to outline all the duties and responsibilities of the post, a document such as this does not permit every item to be specified in detail. 

This post is not subject to Disclosure. 




[image: C:\Users\kgee\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.Word\RBC Logo Edit.jpg]Person Specification

Post Title: HR Advisor

Post Number: 

	Experience
	E=Essential
D=Desirable
	Identified by


	Experience providing HR advice across a range of HR issues

	E
	Application & Interview

	Experience of managing recruitment from end to end

	E
	Application & Interview

	Experience drafting contracts, letters and HR documentation

	E
	Application & Interview

	Experience using HR/Payroll systems 
	E
	Application & Interview

	Experience handling employee relations matters 

	E
	Application & Interview

	Experience in local government or public sector HR

	D
	Application & Interview

	Experience supporting organisational change projects

	D
	Application & Interview

	Knowledge
	E=Essential
D=Desirable
	Identified by

	Good understanding of UK employment law and HR best practice

	E
	Application & Interview

	Understanding of attendance management, disciplinary and grievance procedures

	E
	Application & Interview

	Awareness of GDPR and confidentiality in HR

	E
	Application & Interview

	Knowledge of NJC (Local Government) terms and conditions

	D
	Application & Interview

	Skills and Abilities
	E=Essential
D=Desirable
	Identified by

	Strong communication skills, with the ability to explain HR advice clearly and confidently. 
	E
	Application & Interview

	Ability to build constructive relationships with managers, employees and trade unions. 
	E
	Application & Interview

	High level of accuracy and attention to detail. 
	E
	Application & Interview

	Strong organisational and administrative skills with ability to work to deadlines. 
	E
	Application & Interview

	Ability to analyse data and produce clear reports. 
	E
	Application & Interview

	Confident using HR systems, ATS platforms and MS Office applications. 
	E
	Application & Interview

	Ability to handle sensitive information discreetly and professionally.
	E
	Application & Interview

	Professional, approachable and customer‑focused. 
	E
	Application & Interview

	Proactive and solution‑focused mindset. 
	E
	Application & Interview

	Able to work flexibly and adapt to changing organisational needs.
	E
	Application & Interview

	Able to work on own initiative and as part of a team
	E
	Application & Interview

	Qualifications
	E=Essential
D=Desirable
	Identified by

	CIPD Level 5 or equivalent qualification and/or experience
	E
	Application 

	Evidence of continuous professional development
	E
	Application 

	Other Circumstances
	E=Essential
D=Desirable
	Identified by

	General understanding of employees’ responsibilities in terms of Health and Safety at work.
	E
	Application

	A commitment to developing and maintaining high levels of customer service in accordance with the Council’s Customer Service Standards
	E
	Application

	A commitment to personal development
	E
	Application

	Ability and willingness to demonstrate the council’s values and behaviours 
	E
	Application

	Regular and Reliable Service
	E
	References
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