

[image: MA trust logo small-01 (2)]SNMAT-internal use only

 
Human Resources Advisor
Person Specification
The Person Specification defines the required qualifications, knowledge, skills, and qualities of staff sought by the Trust to carry out this role. 

All members of staff employed by the Trust support and promote the Trust’s purpose and goals and are expected to work in accordance with the Trust’s Principles, Ethos and Culture.
	Qualifications 
	Essential
	Desirable

	A minimum of 5 GCSEs (Grade A-C) or equivalent including English and Math
	X
	 

	Level 3 Award in Human Resources Essentials or equivalent 
	X
	

	CIPD - Level 5 Diploma i.e., Diploma in HRM or Diploma in Applied Human Resources 
	
	x

	Associate Professional Membership of the CIPD or Chartered Member of the CIPD 
	
	x

	Working knowledge of Windows and associated software e.g., Outlook, Word, and Excel. 
	x
	

	Knowledge & Experience
	
	

	A minimum of 2 years’ experience in providing HR support and advice to managers on the effective application of HR policies and procedures as specified in the job description.  

	X
	

	Providing advice to managers at all levels across the full range of HR activities reflected in the Job Description
	X
	 

	Ability to demonstrate growing competency in dealing with a range of increasingly complex HR related issues (as a minimum including attendance management cases) through all stages to dismissal
	
	

	Knowledge of employment legislation across the range of functions that the post holder is responsible for
	X
	 

	Experience of delivering HR services within a large complex organisation, preferably local government/public 
	
	X

	experience of co-ordinating training/development activities across an organisation
	
	x

	Experience of advising hearing panels
	
	

	Skills & Ability
	 
	 

	Methodical approach to work tasks with key emphasis on accuracy and attention to detail
	X
	 

	Able to prioritise and organise work effectively, work to strict deadlines and remain calm under pressure
	X
	 

	Understanding of safeguarding procedures in Education settings
	x
	

	Proven ability to be able to work in a confidential manner
	x
	

	Good IT skills including MS Word, Excel and accounting systems

	X
	 

	Ability to communicate effectively both written and orally 
	X
	

	Understanding of key employment legislation and case law. 

	X
	 

	Ability to demonstrate growing competency in dealing with a range of increasingly complex HR related issues (as a minimum including attendance management cases) through all stages to dismissal. 

	X
	

	An understanding of safeguarding principles and implications for HR work. 

	X
	

	An understanding of health and safety issues in the workplace. 
 
	X
	

	Interpersonal Skills
	 
	 

	Ability to work independently as well as part of a team

	X
	 

	Resilient, positive, forward looking and enthusiastic about making a difference 

	
	

	Ability to demonstrate initiative, be proactive and offer a solution-oriented approach 
	X
	 

	Determination and commitment to high quality standards 

	X
	 

	Ability to establish effective working relationships with all Academy stakeholders
	X
	 

	Ability to prioritise work, meet deadlines and work calmly under pressure
	X
	 

	Self-motivation, flexibility and enthusiastic approach to work 
	X
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