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Job description: People Advisor (Central Team) 
Department: People 
Manager: Senior Regional HR Partner
Location: Home based with travel as required
Grade: OAT Central 10-12 £34,001 - £36,504 

You will be a critical member of the People team, supporting the daily operation of HR services for the Central Team. You’ll work with the wider team to provide a brilliant HR service, support employee relations, and continuously improve our approach, ultimately having a really positive impact on the education we provide to pupils. 
You’ll also play a key role in the delivery of People priorities, support HR SLT and ensuring that OAT is a place that people want to join and stay part of. 








What you will deliver 
1. Delivery of all aspects of first line HR provision for the central team, liaising with the People Partnering Team, ensuring proactivity and value is delivered across all areas, promoting continual improvement, and helping us to create a trust where people grow and flourish, and are focussed to deliver the best outcomes for our pupils. 

2. Work with central staff to support and facilitate HR processes. You will support line managers to undertake probationary reviews, return to work meetings, absence reviews, and other critical processes that ensure overall effectiveness, as well as being the first point of contact for employee relations issues within the Central Team. 

3. Support the onboarding and induction processes for Central Team employees, ensuring new starters receive appropriate training, are effectively embedded into the organisation and quickly feel part of the team. Ensure that all relevant contractual documentation and payroll actions are completed, working with the Recruitment team. Manage the leaver process through the internal tracking system, coordinating exit surveys, and liaising with Payroll to ensure all offboarding actions are completed appropriately.   

4. Support the Regional HR partner with all employee relations matters, by providing first line advice to central staff and taking ownership of first line casework. Escalate issues as required. Organise and support HR meetings and panels as required, always seeking to reach a resolution at the earliest opportunity and in the best way possible for both the organisation and for our employees. 

5. Administer and process the central payroll entries each month, ensure these are added to the system in line with payroll cut off points to ensure all staff are paid accurately. Administer payroll documentation and maintain accurate employee files for Central team.  Undertake administration of the central team benefit schemes and ensure timely entry of the payroll deductions required.  

6. Provide administrative support to the HR SLT, including, purchase orders, diary management and other administrative tasks as required. Support with wider HR team processes, including annual pay review processes, HR system support and managing shared inboxes. 


7. Support the Head of Employee Relations in employee relations matters, including the administration of settlement agreements payments, support with organisational change processes and other key HR project work. 

8. Be responsible for the central single central record for central team and trustees, ensuring it is accurate and up to date. Administer changes and update information were appropriate. Ensure the SCR is maintained to meet all keeping children safe in education and Ofsted requirements.  

9. Work with the leadership team to address attendance issues, using the attendance data for the HR system to support staff absence management. Provide advice and support to line managers for occupational health referrals and risk assessments where required, ensuring good outcomes for our teams. 
     
10. Undertake administrative tasks as required to keep HR documents up to date and compliant. Ensure all documents held are in line with Trust Data protection regulations and retention requirements. Ensure the HR teams site is kept up to date with documents and set up new members as required. 


11. As an integral part of the people team you will work closely across the team and beyond, influencing and developing the future direction of the organisation through innovative and collaborative working, adopting best practice to deliver against organisational priorities. You may be required to undertake other duties appropriate to the scope and grade of the role. 
Your skills and experience 
· [bookmark: _Hlk223604150]CIPD qualified or hold relevant experience in HR. 
· Previous experience of providing HR support to managers and other stakeholders
· Knowledge and understanding of HR processes and procedures.
· Ability to analyse HR data to produce metrics and analytics. 
· Previous experience of handling and advising on employee relations issues
· High level organisational skills, accurate attention to detail and ability to prioritise.
· Ability to build relationships with all staff at various levels within the organisation. 
· Knowledge of Keeping Children Safe in Education 
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