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Job Description:
	Senior HR Advisor 

	Salary/hours: 
	Grade 9 (SCP 36 – 40) 
Full year – 36 hours 40 minutes per week 


	Accountable to:
	Director of People and Organisational Development 
Kingfisher Learning Trust Board

	Conditions of Employment:
	The appointment is subject to enhanced DBS/Police and medical clearance, as well as references.

The Senior HR Advisor must be willing to undertake a review of their responsibilities and alter them in accordance with the changing needs of the Trust. This review will be held annually, as part of the Appraisal process; in exceptional circumstances, a review may take place at any other time.

	Purpose of Post:

	To provide professional, high quality and timely HR support to leaders and colleagues across the Trust. 




	Key Responsibilities

	
Employee relations support 
· Provide timely advice and guidance to managers on Trust people policies, procedures, terms and conditions of employment and employment legislation.
· Manage a caseload of routine employee relations matters including attendance management, disciplinary, grievance and capability cases.
· Act as the Investigating Officer for a range of employee relations matters, undertaking fair, thorough and timely investigations in accordance with Trust policies and employment legislation. 
· Prepare investigation reports and present the findings at formal hearings, responding to questions from the panel, trade union representatives and employees. 
· Support Trust leaders through formal HR processes, including preparing documentation, attending meetings and providing procedural advice. 
· Ensure that all employee relations cases are managed in accordance with Trust policies, procedures and employment legislation. 
· Provide professional HR support and advice to the panel at hearings. 
· Support the coordination of TUPE transfers for schools joining the Trust and for colleagues transferring out of the Trust.  

Support for Trust senior leadership teams 
· Support leaders and managers to develop confidence in managing people related matters effectively.
· Provide practical guidance in all people related matters e.g. disciplinary, welfare and wellbeing, grievance, capability etc.
· Promote early intervention and informal resolution where appropriate.
· Develop positive working relationships with leaders across the Trust schools and the central team.



	
Attendance and wellbeing management
· Provide advice to managers on wellbeing and attendance management processes.
· Monitor sickness absence cases and support managers in maintaining regular attendance review and welfare meetings.
· Assist with occupational health referrals and resulting recommendations.
· Support managers in implementing reasonable adjustments and wellbeing support measures where appropriate.

Recruitment support
· Provide advice to managers on recruitment processes and associated employment procedures.

Policy and compliance
· Contribute to the review and development of HR policies and procedures, ensuring alignment with employment law, best practice and the Trust’s strategic goals. 
· Ensure compliance with employment legislation, safeguarding requirements and Trust policies.
· Maintain confidentiality and comply with GDPR and data protection requirements at all times.
· Keep up to date with developments in employment legislation and HR best practice.

Data and reporting
· Maintain accurate records of employee relations activity.
· Utilise HR systems to produce reports and management information.
· Monitor trends in attendance, employee relations and workforce data, highlighting concerns to the Trust Director of People and Organisational Development.
· Preparation and presentation of reports to Governor and/or Trustee meetings.

Stakeholder engagement
· Liaise with trade union representatives and professional associations on routine employee relations matters.
· Develop effective relationships with leaders across the Trust.

Additional responsibilities
· Support people related projects and initiatives as directed.
· Participate in professional development activities.
· Work in accordance with Keeping Children Safe in Education and safeguarding requirements.
· To deputise for the Trust Director of People and Organisational Development if/when required. 

General 
This job description is a representative document.  Other reasonably similar duties may be allocated from time to time commensurate with the general character of the post and its grading.  The postholder will be expected to work flexibly and the exact nature of duties described above is subject to periodic review and is liable to change. 
 












	Person Specification

	
	Selection criteria 
(Essential)
	Selection criteria 
(Desirable)
	How Assessed
Application
Interview
Certificate

	Education & Qualifications

	· Educated to GCSE standard or equivalent
· CIPD qualification or equivalent experience  
	

	A/C

A/I

	Experience & Knowledge


	· Experience of working in a HR or people advisory function
· Experience of providing advice and guidance on a range of HR policies and procedures 
· Experience of employee relations casework 
· Experience of advising managers on HR relations issues i.e. disciplinary. grievance, attendance, capability etc. 
· Experience of managing competing priorities and meeting deadlines 
· Understanding of employment legislation and HR best practice 
· Experience of maintaining confidential and sensitive information 
· Experience of using HR information systems 
· Experience of working with Trade unions 

	












· Knowledge of the issues facing the education sector, including NJC terms and conditions and Teachers Terms and Conditions. 

	A/I

A/I

A/I
A/I

A/I

A/I
A/I

A/I
A/I
A/I

	Skills & Abilities 
	· Ability to work as part of a small central team on a daily basis, but also to be part of a whole Trust team
· Strong organisational skills with an attention to detail 
· Manage daily responsibilities and priorities with ease and initiative
· Excellent verbal and written communication skills 
· Ability to organise and prioritise a varied caseload
· Strong attention to detail and accuracy 
· Ability to analyse information and make sound recommendations 

	









· Experience of developing training or workshops to managers 
· Ability to analyse workforce data and produce reports
	I

I

A/I
A/I

A/I
A
A
I


A/I 


	Work Circumstances

	· To work flexibly as the workload demands
· To travel and work at other locations / schools as may be required, including those across the Trust
	
	A/I

A/I



NB - Any candidate with a disability who meets the essential criteria will be guaranteed an interview.

This person specification lists the requirements that are necessary to do this job and how these will be assessed. In your application, you should state clearly, giving examples wherever possible, how you meet the requirements which are being assessed by this method, as the panel will reach a decision on whether to short-list you or not based on the information you provide.
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