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	Job title:
	Employee Relations Investigator (fixed term for 2 years) 

	Department/School:
	HR Services 

	Grade:
	7

	Location:
	University of Bath premises/hybrid



	Job purpose

	
This role will focus on carrying out high quality investigations into a wide range of issues including under the University’s Dignity & Respect Policy, Staff Disciplinary Policy, the Grievance Policy and where applicable the Research Misconduct Policy. In doing so they will ensure that they are carried out in a transparent, professional and timely manner, taking into account the wellbeing of all of the parties involved. They will take the lead responsibility as the investigator in assigned investigations into reports of varying complexity, which will primarily focus on staff respondents, but may on occasions include student reporting parties.

The postholder will attend formal hearings as HR support including disciplinary, dignity and respect, grievance and appeals .

The postholder will contribute to policy development, developing, reviewing and revising identified HR policies, ensuring that they are clear, concise and straight-forward to follow, and that meet all UK legislative requirements and are supportive of the culture that the University is seeking to create. 

The role will sit within HR services, with strong links to colleagues within HR, but will operate as an independent investigator and also will work closely with the Student Policy and Safeguarding team where the investigation involves a student.   

The postholder will conduct investigations of alleged breaches by staff of University regulations and policies. They will ensure investigations are carried out in a rigorous, objective and fair manner, with due regard to the wellbeing and safeguarding needs of both the reporting and responding parties. They will use evidence based interviewing techniques such as trauma informed interviewing and ensure that all data pro. 

The Investigator will investigate, present and be cross-examined on the findings of fact and determine case to answer, based on the balance of probabilities in relation to the allegation(s) being considered. 

The Investigator will have excellent organisational skills, demonstrate a good use of initiative and be able to interpret and apply complex information. They will work to tight deadlines on their own initiative and learn new systems and procedures rapidly and identify and implement improvements to these on an ongoing basis. 




	Source and nature of management provided 

	Reports to the Deputy Director (HR Services) 



	Staff management responsibility

	None



	Special conditions 

	
Some staff and student interviews may be conducted outside of normal office hours.

You will be required to work flexibly at various times throughout the year and there may be restrictions on the ability to take annual leave at peak times of the University academic year



	Main duties and responsibilities 

	1.
	Undertake the investigation of allegations against staff and occasionally third-parties. Establish the scope of investigations on a case-by-case basis, adjusting the area of enquiry as required, utilising and meeting the University’s Good Investigations principles at all times.  

	2.
	Interview and collect statements from reporting parties and witnesses proportionate to each assigned case and conduct investigative interviews with Respondents. Secure and gather any relevant evidence as appropriate to the investigation. 

	3.
	Ensure effective, high-quality and timely communication with all parties: liaising with academic departments and  professional service departments to ensure an effective investigation and produce appropriate correspondence to students and/or their representatives.

	4.
	Maintain up-to-date records of all investigative work, update the designated coordinator of developments through regular case review meetings. Ensure that all data protection requirements are met.

	5.
	Produce high quality investigative reports that interpret and analyse information gathered, presented clearly in the findings of fact, identifying gaps where necessary. Ensure that investigative reports are published within agreed timelines and are of a quality that withstand scrutiny by internal processes and external agencies having regard to their potential use in civil and criminal courts.

	6. 
	Take into account complex and sensitive issues such as regard for confidentiality, mental and physical health difficulties, disability, criminal convictions, safeguarding and the Prevent programme and managing risks which arise, supported by members of the HR team.

	7.
	Support the designated coordinator in providing updates on cases to internal and external sources (such as the Police, bearing in mind the University’s obligations under GDPR, Data Protection, Safeguarding etc).

	8.
	To recognise where disclosure is necessary with regard to statutory and legal obligations and in the management of risk for the University.

	9.
	Present findings at relevant formal hearings considering investigations reports. 

	10
	To support managers in formal hearings in a HR capacity .

	11
	Ensure that good practice from the Higher Education (HE) sector is used to inform the investigative approach taken.

	12.
	To prepare and deliver appropriate staff development and training on investigative procedures to relevant staff as required.

	13.
	Maintain the highest standards of professionalism at all times, be aware of potential conflicts of interest, and treat all students and staff fairly and with respect, in line with the University’s legal obligations under equality and diversity legislation

	14.
	Remain up to date with sector developments concerning misconduct investigations relevant to a HE setting and represent the University as a member of external forums as agreed with line management.

	15
	To review amend existing HR policies, or write new HR policies ensuring that these are in line with UK law and related regulations and support the culture that the University is striving to create. 

	
You will from time to time be required to undertake other duties of a similar nature as reasonably required by your line manager. You are required to follow all University policies and procedures at all times and take account of University guidance. 
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Person Specification

	Criteria:  Qualifications and Training
	Essential
	Desirable

	A degree or equivalent qualification and/or relevant professional experience.
	X
	

	Investigations training (Highly desirable – if not completed will need to complete this training and development as part of induction and probation), including trauma-informed investigation techniques
	
	X

	Mental health, trauma-informed investigation, sexual misconduct, and suicide prevention training (Highly desirable – if not completed will need to complete this training and development as part of induction and probation)
	
	X



	Criteria:  Knowledge and Experience
	Essential
	Desirable

	Knowledge and experience of ensuring compliance with regulatory and organisational policy and guidelines
	X
	

	Substantial experience in an investigative role in criminal and/or civil / misconduct settings
	X
	

	Experience in undertaking complex investigations including sexual misconduct, with an applied understanding of the difference evidence thresholds between civil and criminal standard of proof
	X
	

	Knowledge of HE sector-wide issues, case management, legislative requirements and relevant national codes of practice. Knowledge of employment law and civil law would be an advantage 
	
	X

	Experience of maintaining clear and accurate records, with attention to detail
	X
	

	Substantial experience of producing clear, objective and succinct investigative reports and presenting to senior decision-makers
	X
	

	A strong understanding of the theory and practice of confidentiality and data protection
	X
	



	Criteria: Skills and Aptitudes
	Essential
	Desirable

	Exceptional communication and interpersonal skills – able to build trust and good relationships, show empathy and sensitively manage multi-party, complex and challenging situations and conflict. 	
	X
	

	Trauma-informed skills - able to be supportive towards individuals with mental health issues, including those who have suffered trauma such as sexual violence and sensitively ask difficult questions that are necessary to investigate matters that may have significant conflict for, and emotional impact on all parties
	X
	

	Excellent interviewing skills, including self-awareness about own possible biases and the application of particular questioning approaches (e.g. trauma-informed questioning)
	X
	

	Excellent organisational and time management skills
	X
	

	Excellent written and oral communication skills, with a high level of accuracy and attention to detail, including the ability to respond to cross-examination. Accurate record keeping is absolutely essential to the role 
	X
	

	Highly effective analytical skills - able to interpret, analyse and apply complex information and draw reasonable findings and to maintain objectivity and rigour throughout
	X
	

	Capacity to manage and prioritise a high workload, often working to tight deadlines
	X
	

	Complete discretion in the handling and management of sensitive information and the maintenance of confidentiality
	X
	

	Demonstrable ability to develop, implement and improve processes, procedures, systems and activities to increase quality and efficiency
	X
	

	Willingness to embrace change and bring positivity to the workplace 
	X
	

	Commitment to equality and diversity and the maintenance of dignity and respect for all students and staff
	X
	

	Excellent IT skills including using IT systems and applications to analyse and document findings
	X
	

	Reliable, resilient and able to work under pressure that includes dealing with emotionally demanding situations
	X
	






	Effective Behaviours Framework

The University has identified a set of effective behaviours which we value and have found to be consistent with high performance across the organisation. Part of the selection process for this post will be to assess whether candidates have demonstrably exhibited these behaviours previously. 


	Managing self and personal skills:
Willing and able to assess and apply own skills, abilities and experience.  Being aware of own behaviour and how it impacts on others.
  

	Delivering excellent service:
Providing the best quality service to all students and staff and to external customers e.g. clients, suppliers. Building genuine and open long-term relationships in order to drive up service standards.
  

	Finding innovative solutions:
Taking a holistic view and working enthusiastically and with creativity to analyse problems and develop innovative and workable solutions.  Identifying opportunities for innovation.
  

	Embracing change:
Adjusting to unfamiliar situations, demands and changing roles.  Seeing change as an opportunity and being receptive to new ideas.
 

	Using resources:
Making effective use of available resources including people, information, networks and budgets.  Being aware of the financial and commercial aspects of the University.


	Engaging with the big picture:
Seeing the work that you do in the context of the bigger picture e.g. in the context of what the University/other departments are striving to achieve and taking a long-term view.  Communicating vision clearly and enthusiastically to inspire and motivate others.


	Developing self and others:
Showing commitment to own development and supporting and encouraging others to develop their knowledge, skills and behaviours to enable them to reach their full potential for the wider benefit of the University.
  

	Working with people:
Working co-operatively with others in order to achieve objectives.  Demonstrating a commitment to diversity and applying a wider range of interpersonal skills. 
  

	Achieving results:
Planning and organising workloads to ensure that deadlines are met within resource constraints.  Consistently meeting objectives and success criteria.
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