Appendix B 
 [image: logo-uob-resize[1]]
Job Description 

	Job title:

	
Human Resources Advisor

	Department:

	
Human Resources

	Grade:

	6

	Location:

	This post will be based at the Claverton Down campus, Bath and any other location of services run by the University of Bath



	
Job purpose

	
The HR Advisor is responsible for providing clear, outcome and business focused and legally compliant HR advice to line managers and individuals. The aim of the role is to enable excellent people management practice and build the capability of individuals, teams and departments to meet the University’s and the department’s objectives. The role will support designated business areas, developing effective working relationships with key stakeholders, whilst working for and alongside HR Business Partners.

The HR Advisor will support the delivery of the HR Strategy and work in such a way that supports pace, innovation and customer service in HR service delivery.  




	
Source and nature of management provided 

	
The postholder will be responsible to a designated HR Business Partner.




	
Staff management responsibility

	
No direct staff management.  The postholder will work closely with colleagues across the HR Department in line with matrix structure of responsibility for departments.




	
Special conditions 

	The postholder will report to one HR Business Partner, but will support more than one HR Business Partner in line with the department’s matrix structure.  Support will also be provided, as required, to initiatives from other functions within the HR department e.g. Reward.
 





	Main duties and responsibilities 


	1
	Develop an understanding of designated business areas and build strong relationships to enable the ability to provide a timely customer-focused service to key stakeholders on operational HR matters. 


	2
	Support stakeholders to build people-management capabilities and practice by providing accurate and consistent advice to managers and staff on University HR policies and procedures, in particular focusing on employee relations issues. 


	
3
	Identify outcome-focused people interventions to meet business needs and resolve issues in line with policy and good practice, ensuring actions are tracked and recorded, and appropriate correspondence is issued. This will cover a wide range of practice including discipline, dignity & respect, grievance, capability, performance, absence, and other related policy areas 

	4
	Support and where appropriate, manage, employee relations case load. This will involve advising and supporting managers, enabling them to develop their skills and achieve effective practice and process, including investigations, formal meetings and supporting HR Business Partners in more serious cases.


	5
	Provide proactive data, support and advice to managers to manage all sickness absence issues effectively in line with the University’s sickness and HR best practice to minimise sickness absence levels and maximise employee wellbeing. To oversee the referral of staff to the University’s Occupational Health provider for advice and liaise with Health, Safety and Wellbeing Team. 


	6
	Advise managers and staff on the leave types available in the University in line with the University’s policies. Meet with staff as appropriate and ensure that all administration for this leave is completed and actioned.


	7
	Provide feedback on HR policies, practice and processes and advise on any required updates and improvements. To undertake specific work to support the development of improved Employee Services practice.


	8
	Guide stakeholders on achieving good job design and the use of the Job Evaluation and grading review process for new and existing jobs. This will include preparation of job descriptions, preparing grading profiles and attending Grading Panel as a member and/or presenting.  

	9


	Utilise IT systems to increase the efficiency and organisation of work. Carry out regular reporting of key people data for both line managers and HR Business Partners and ensure HR systems are maintained and updated appropriately. 


	10
	Work closely with HR Business Partners, managers, and staff to support and facilitate business change, including strategic workforce projects and restructuring exercises.


	
11

	Play an active role in the HR Service Delivery Programme, as part of project teams and when appropriate leading projects. Proactively supporting initiatives to create and maintain a culture of Pace, Innovation and Customer Service within HR. 


	12
	To carry out ad-hoc tasks and / or project work as directed to support senior HR staff and to deliver the University’s Workforce Strategy and mission.
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Person Specification
	Criteria

	Essential
	Desirable

	Qualifications

	
	

	Degree or equivalent qualification, or able to demonstrate a comparable level of ability

 
	Essential
	

	CIPD qualified or part qualified or equivalent.
	Essential
	

	
Experience/Knowledge

	
	

	Previous experience of delivering effectively within a generalist HR role
	Essential
	

	Effective knowledge of employment legislation and HR best practice and its practical application appropriate to a generalist advisor role
	Essential
	

	Proven experience of delivering outcome- and customer-focused HR advice and guidance



	Essential
	

	Proven experience of proactively prioritising and managing own workload 
	Essential
	

	Effective knowledge of GDPR and how to work in a way that is compliant
	Essential
	

	Previous experience of working with professional services or faculties 
	
	Desirable

	Experience gained in Higher Education or within a large complex organisation.
	
	Desirable

	
Skills
	
	

	Strong communication skills – both verbal and written. Able to explain complex concepts and information clearly and concisely

 
	Essential
	

	Relationship-building skills - Able to build and maintain strong business relationships, and provide appropriate challenge when needed
	Essential
	

	Business understanding – able to understand the business needs of departments and to take account of this awareness in your advice and approach
	Essential
	

	Advisory skills - Able to advise, support and coach managers to manage employee relations issues effectively. Able to understand the business needs of departments and build this into your advice

	Essential
	

	Influencing skills – Able to understand different perspectives and positively influence others to change their practice – e.g. to follow good HR policy and practice in order to deliver an ‘HR business partner approach’
	Essential
	

	Strong organisational skills - Able to manage competing demands, prioritise and plan effectively and deliver on time 
	Essential
	

	Good base of IT skills including competence in utilising MS Office suite including Excel, email and digital / web  
	Essential
	

	A working knowledge of using databases, reporting tools and IT systems. A working knowledge of iTrent or similar HR systems.
	 
	Desirable

	
Attributes
	
	

	Positive and proactive with ‘can-do’ approach to work and presented challenges.
	Essential
	

	Accountable and responsible; keen to take appropriate ownership for areas of work/ongoing projects.
	Essential
	

	A strong team player; able to effectively collaborate and support colleagues across HR. 
	Essential
	

	Able to appreciate the complexities and barriers to change common within a large complex organisation.
	 
	Desirable

	Resilient, self-confident and comfortable dealing with difficult situations.
	Essential
	

	Self-motivated, eager to learn and develop.
	Essential
	






	Effective Behaviours

To be most effective in this role the University has identified a set of effective behaviours.  These behaviours do not examine technical competence, rather they identify the behaviour patterns that are valued due to them being consistent with high performance across the organisation.  This table identifies how the Effective Behaviours Framework (EBF) applies to this specific role 

	Managing self and personal skills:
  
	· manage multiple tasks accurately
· giving constructive feedback; coaching
· taking responsibility for advice delivered
· strategic understanding of University needs

	Delivering excellent service:
  
	· timely, quality delivery to customers
· listening, empathy for others’ views
· works within and alongside customers
· responsive, offering risk-informed options


	Finding innovative solutions:
  
	· accurate diagnosis and problem solving
· trying new ideas
· learning from collaboration with others
· coaching others to find solutions

	Embracing change:
 
	· influencing to present change positively
· challenging assumptions
· tests, experiments, pilots
· leads change by example

	Using resources:

	· business-case approach
· delegates, empowers, collaborates
· evidence/information based
· looks outside the University for resources

	Engaging with the big picture:
  
	· develops and articulates a vision
· makes connections
· inquiring, researching, horizon-scanning
· sensitive to wider political environment

	Developing self and others:
  
	· seeks out learning opportunities
· praises others, builds on their ideas
· looks for new ways to develop self/others
· spots and develops talent

	Working with people:
  
	· showing respect, valuing difference
· establishes rapport using different styles
· develops links across boundaries
· shares information appropriately

	Achieving results:
  
	· project-based approach to working
· prioritise effort and delivery
· very high personal standards for quality
· managing risk
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