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JOB DESCRIPTION
Job Title

HR Advisor
NJC Scale points
23-25 
Responsible to

HR Business Partner
Usual Location
Regional Hub / Hybrid Working
Travel
Travel required to all schools in the Regional Hub (Peterborough or London).  Occasional travel to Trust schools across both regions as required.  
Hours
36 hours a week, Monday - Friday, 52 weeks


Job Purpose 
The HR Advisor will work under the direction of the HR Business Partner to provide high-quality HR support and advice to all leaders, managers and staff.  
Support the implementation of the People Strategy aligned to the Trust’s vision and strategy. The post holder will work collaboratively with other team members along with internal and external stakeholders to support successful organisational performance and transformation. 
The post holder will support the regional hub with both the development and implementation of a wide range of HR processes and activities.  Provide cover as required across the Trust.
Key External Contacts

Trade Unions, Candidates, Occupational Health, agencies, third party contractors
Key Internal Contacts

HR Service, Headteachers, School Leadership Teams and Trust Executive Team, Employees
Duties
1. Under the direction and guidance of the Business Partner to provide an effective and professional HR Service to leadership in schools.
2. Provide professional guidance and information to Trust employees.
3. Interpret and apply HR policies, processes and procedures, ensuring these are applied fairly and consistently.
4. Manage an advisory case load commensurate with experience working with the Trust Headteachers and/or School Business Managers in line with relevant HR policy and under the direction of the HR Business Partner.
5. Support the HR Business Partner for arranging and facilitating employee meetings, investigations and hearings.
6. Work with the HR Business Partner or Senior HR team on any other HR projects as required.
7. Maintain and develop positive and responsive relationships with key stakeholders and external partners.

Administration
8. Responsible for monitoring absence reports and working with the HR Business Partner to support schools in the effective management of absence. 
9. Support in the recruitment and onboarding processes for new starters as required, and provide cover during school closure periods ensuring that all Safer Recruitment standards/checks are met.
10. Run reports and research/analyse data as required by the HR Business Partner and Senior HR Team.
11. Support the Senior HR Team with HRIS / payroll as necessary.
12. Ensure the effective maintenance of all HR records and data in line with the Trust’s data policies.
Responsibilities
 
1. To work in accordance with and contribute to the values, culture, ethos, equality, diversity and inclusion policies of the Trust and its schools, proactively promoting anti-racist, anti-sexist and anti-discriminatory behaviours in the day-to-day operation of the job.
2. Be aware of, and comply with, all Trust policies and procedures, including those relating to child protection, health, safety and security, confidentiality, equal opportunities and data protection, reporting all concerns to an appropriate person.
3. To take appropriate action to identify, evaluate and minimise any risks to health, safety and security in the immediate working environment of staff.
4. Appreciate and support the role of other professionals. 

5. Ensure the development and progression of equality, and the fair and equal treatment of all colleagues, children, parents and visitors within the sphere of responsibility for this post.
Personal & Professional Development

1. Attend and participate in relevant meetings as required.
2. Participate in training, other learning activities and performance development.
3. To actively look for, and participate in, initiatives and opportunities to promote your own personal & professional development.
Confidentiality and Data Protection

1. To treat all information acquired through employment, both formally and informally, in strict confidence.
2. To be aware of the Trust and its schools’ responsibilities under the Data Protection Act 2018 for the security, accuracy and relevance of personal data held on their systems and ensure that all processes comply with this.
3. Be aware of, and comply with, policies and procedures relating to data protection, reporting all concerns to an appropriate person.
4. Understand that all documents produced during the post holder’s time at the Trust and its schools remain the commercial documents of the Trust/school.
Safeguarding 
1. To be alert to issues of Safeguarding/child protection, ensuring that the welfare and safety of children attending the Trust schools/nurseries is promoted and safeguarded, and to report any child protection concerns to the person responsible for child protection using the Trust safeguarding policies, procedures and practice.
2. Prevent, identify and minimise risk of interpersonal abuse or violence, safeguarding children and other vulnerable people, initiating the management of cases involving actual or potential abuse or violence where needed.
3. Be aware of, and update, colleagues, as appropriate to comply with current legislation and policies affecting practice, e.g., the Children’s Act, KCSIE, National Service Frameworks, Safeguarding/Child Protection Procedures, Health and Safety and Data Protection (UK) 2018 guidelines.
The above-mentioned duties are neither exclusive, nor exhaustive, and the post holder may be required to carry out other relevant and/or reasonable duties as directed by their Line Manager, commensurate with the skills, abilities and grade of the post.

Person Specification – HR Advisor
	JOB REQUIREMENTS
	Essential
	Desirable
	Method of Assessment

I/T/A*

	Qualifications 
	
	
	

	Level 5 Human Resources (minimum) or equivalent
	(
	
	A/I

	CIPD current registration
	
	(
	A/I

	Experience
	
	
	

	At least 2 years of experience of working in a HR Officer or HR Support generalist role with grievance, discipline, capability and absence
	(
	
	A/I

	Experience of working with trade unions
	
	(
	A/I

	Experience of supporting managers in recruitment and absence  casework
	(
	
	A/I

	Experience working in schools
	
	(
	

	Skills, knowledge and understanding
	
	
	

	Knowledge and understanding of up to date UK employment legislation, for example, safer recruitment, absence, UKVI, EDI and Data Protection
	(
	
	A/I

	Good communication skills with the ability to be articulate with  excellent customer service skills
	(
	
	A/I

	High level of personal organisation and understanding the need for confidentiality
	(
	
	A/I

	Competent use of ICT and ability to use Microsoft 365
	(
	
	

	Confident with the ability to work calmly under pressure
	(
	
	A/I

	Attention to detail
	(
	
	A/I

	Other Requirements
	
	
	

	A commitment to on-going personal development and willingness to undertake appropriate training 
	(
	
	

	Appointment to the post is subject to a satisfactory enhanced DBS check 
	(
	
	

	Evidence of commitment to safeguarding and protecting the welfare of children
	(
	
	


  *I - Interview 

T – Test/Presentation 

A – Application Form
______________________________________________________________________________
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