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Job Description 

Post title:				Human Resources Advisor
Location:				Trust Operational Support Team
Salary:				Hay Band A
Hours:					Full Time 37 hours, All Year Round
Responsible to:			HR & Payroll Manager

_______________________________________________________________________________________
Role Purpose:

To provide high level HR support and advice to partner academies within the Trust in line with legislation and statutory guidance. To work with the Senior HR Business Partner to assist in the management, coordination and development of an effective and efficient provision of HR and Operational Payroll for the Diocese of Southwell and Nottingham MAT. 


Key Duties:

· Establish positive working relationships with key partners providing an efficient and effective service with a customer focused approach.
· To be the first point of contact and provide high level specialist advice and guidance to managers on a range of complex employee relations casework and associated activity in accordance with agreed protocols. 
· To support joint consultation processes, including attendance at departmental Joint Consultative and Negotiating Panels as necessary.
· To attend and contribute to internal HR and cross service working groups, forums and external meetings as required. 
· To undertake HR related research including interpreting and presenting case law and HR data to support the development and review of policies and procedures. 
· To monitor and communicate employment law and best practice developments to managers / school leaders / governors.
· To provide direct and bespoke support, advice and guidance with the preparation of statements of case and attend appropriate hearings and related meetings as required. 
· To take ownership and responsibility in undertaking absence and other case work including providing advice and guidance to managers, schools and staff, and liaison with the Occupational Health Unit
· To provide procedural advice in line with best practice on HR policy and procedure, employment law, terms and conditions of service.
· Collating and presenting HR data to support the development and review of policies and procedures. 
· Disseminating HR data and guidance and arranging the distribution of employee communications. 
· Provide effective support to the Senior HR Business Partner with training activities and to the development of the HR Service offer.
· Liaise with the Trust Legal Advisors and external HR service providers as required.  
· To assist the Senior HR Business Partners in HR projects in terms of developing and implementing new working practices and procedures reflecting our ambition to be recognised as an outstanding employer.  
· Contribute to the development of systems and innovate HR through technology.  

Key Accountabilities:
· To undertake and provide support for a range of casework and associated activities including attendance management, disciplinary, capability, redundancies, and staffing restructures. 
· Provide advice and guidance in relation to carrying out investigations and developing business cases as appropriate.
· Carry out investigations and attend hearings and HR meetings both on site at individual schools and remotely as required.
· Act as panel advisor at hearings as necessary.
· Coordinate OH referrals and home visits, return to work meetings, welfare visits and attendance management processes.
· To support HR policy development and implementation.
· To be responsible for the administration of employee benefits i.e. electric car scheme.

Supporting Information
The current key responsibilities of this post are outlined in this job description but is not exhaustive. The need for flexibility, shared accountability and team working is required. The post-holder is expected to carry out any other related duties that are within the employee's skills and abilities, commensurate with the post’s banding and whenever reasonably instructed. 

This job description is current at the date below but will be amended on an annual basis (or as the need arises) and following consultation with the post holder, may be changed to reflect or anticipate changes in the job requirements which are commensurate with the job title and grade.

Signed __________________________ Post Holder 	Date ________________

Signed __________________________ CEO		Date ________________
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