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ROLE DESCRIPTION
	Role Title
	Business
	Reports to

	Senior HR Adviser 

	Human Resources
	HR Manager (Advisory)


PURPOSE

	To provide HR Advisory service to Directorates in Oldham Council and owned businesses and support HR Advisor colleagues.  


DIMENSIONS

	Direct Reports
	Budget Responsibility

	None
	None


PRINCIPAL ACCOUNTABILITIES

	1. To act as the first point of contact and provide first line advice and support to Managers in the Council on a range of HR enquiries, in accordance with policy and practice

2. To maintain effective customer relationships and service by providing proactive and timely advice and supporting management to take appropriate action.
3. To manage efficiently and effectively a “professional caseload” ensuring work is organised, prioritised and delivered.
4. To advise and guide managers in the implementation of policies:

· Improving Attendance

· Grievance issues including conflict resolution

· Capability issues and Performance Management 

· Disciplinary matters
· Recruitment and retention
· Service Redesign including redundancy, TUPE transfers
5. To log and record casework outcomes for future service evaluation.
6. To deliver advice and operate across multiple sets of terms and conditions of employment and pay scales. 

7. To support managers in the preparation of management case for presentation at Hearings, in relation to discipline, grievance, capability, absence and change management.
8. To attend Hearings to advise and support the manager in their presentation.

9. To attend Hearings as the adviser to the Chair and to support in preparation of paperwork for any subsequent appeals to members.
10. To contribute to effective team working through colleague interaction and support, sharing knowledge, skills and best practice and in particular contribute to the professional development of the HR Advisers.

11. To liaise effectively with all stakeholders (Service Managers, Client Manager, Business Partners, Trade Unions, Council Employees, Payroll and HR Administration, Unity Colleagues)

12. To support and contribute ideas to the shaping and improvement of the HR Service.

13. To act as an ambassador for Unity and promote all services, proactively seeking opportunities for future business.


PERSON SPECIFICATION

	Qualifications
	Essential:
Graduate CIPD Member

	Knowledge / Experience
	Essential:
Demonstrable experience of working in an HR advisory role 
Knowledge of the issues facing the customer and the challenges within the Public sector

Good working knowledge of employment legislation and HR best practice. Experience of working in a Trade Union environment on employee relations issues.
Experience of guiding managers through TUPE transfer process

Desirable:

Experience in the public and private sector in an HR generalist role.



	Technical / Business Skills / Ability
	Essential:
Good communication skills, verbal and written (including report writing).

Ability to effectively prioritise and manage work loads

Ability to work independently 

Sound Analytical skills. 

Ability to identify and contribute to improving ways of working, innovation and continuous improvement

Ability to learn and adapt to new ways of working, to coach and share

IT literate in email, Excel and Microsoft word (or equivalent)

Flexibility to work beyond core hours to suit the needs of the customers

Ability to travel, where required in Oldham borough
Able to demonstrate negotiating and influencing skills 

Desirable:

Presentation skills including use of powerpoint.

Ability to support change and Project Delivery




CORE VALUES

	· Innovation

· Integrity

· Responsibility

· Excellence



CORE BEHAVIOURS
	· Thinking and Decision Making

· Creating Solutions and Change
· Inspiring and Influencing

· Delivering Results and Improving
· Performance and Responsibility
· Building Great Relationships


	Grade
	Senior

	Salary Range
	£34 000

	Contract Type
	Permanent 



