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Job Summary

To deliver on a range of specific HR Projects and ensure that Policies and associated processes are fit for purpose and meet the needs of the Council.

Main Responsibilities

· Overseeing the development and implementation of specific HR project initiatives, as directed by the HR Manager.
· Working with the Senior HR Advisor, writing, reviewing and updating key HR policies and procedures, and associated documentation, identifying required changes in line with employment law legislation, case law and best practice. 
· To monitor Employment Law changes, ensuring that relevant changes are planned for implementation. 
· Conducting reviews and updates to ensure the HR policies and procedures are effective and up to date.
· Ensure that HR Policy changes are fully communicated and consulted upon with Trade Unions as appropriate. Ensure all HR policies and practices reflect and promote equality, diversity and inclusion principles.
· To attend and support the HR Manager at Management Team meeting as necessary when new or revised Policies require Senior Leadership Team engagement.
· Support with the launch and communication of HR policies and initiatives across the Council, including ensuring the policies are set up on the Council’s Learning Platform and intranet pages are updated. Produce and deliver as required coaching, training and briefing sessions to managers and employees to ensure understanding of the Policy and its application.
· To engage with Payroll and HR systems to ensure that they are aware of HR policy developments, that may affect pay, in order that they can consider any implications on the payroll system as necessary.
· Respond to policy-related queries in the HR email inbox. 

General

To carry out such other duties as may be required, commensurate with the grade and level of responsibility, as directed by management.

A commitment and contribution to the Council’s Equal Opportunities Policy is an essential requirement of the post.

The post holder will carry out all duties and activities having regard to the provisions of the Health and Safety at Work Act 1974, and in accordance with any instructions from senior members of staff under that Act or any Council or Departmental Codes of Practice or Procedures.

The post holder must ensure that data quality and integrity is maintained and that data is processed in accordance with council policy, the Data Protection Act, the Freedom of Information Act and other legislation.

The post holder will comply with Statute and Council Policy in all respects.

An awareness and commitment to section 17 which places a statutory duty on police and local authorities to work in partnership to reduce crime and promote community safety. It is also required that community safety is to be a thread running through all functions of the authority.

A commitment to excellent customer service and the values of the Council.






































Person Specification

	
	ESSENTIAL
	DESIRABLE

	SKILLS/ABILITIES
(Specific skills and abilities required to undertake the duties)
	Effective communication skills and the ability to communicate to a wide range of audiences through different methods.
Ability to prioritise own workload, act on own initiative and be proactive in improving HR procedures and processes.
Work to conflicting and changing deadlines.
Well organised and detail orientated.
Research skills and ability to compile, analyse and present information gathered from research in a range of formats depending on audience.
Ability to write clear and concise HR Policy and reports that ensure coherent understanding.
The ability to create and train individuals or groups of staff and managers on HR policy, either through e-learning or a blended approach.
	

	KNOWLEDGE
	Effective use of IT packages including MS Office and Teams.
Ability to use technology to support the delivery of the role effectively.
Knowledge of creating, reviewing and writing HR policies for implementation and translating into training for employees 
Knowledge of Employment Law and Legislation, ACAS best practice, and the ability to interpret relevant legislation into HR policy.
	Knowledge of NJC terms and conditions of employment.


	QUALIFICATION
/ TRAINING

	Educated to GCSE level  or equivalent.
CIPD Level 5 or equivalent experience in similar role.
Membership of CIPD

	

	EXPERIENCE

	Experience of working in a Human Resources Team providing advice to Employees, Managers and external customers. 
Experience of researching, developing and drafting HR policy.
Experience of working with Trade Unions in a HR role.
Delivering training through a blended approach to learning.


	Experience of working with HR in a Local Authority or other public sector organisation 
Experience of working with Elected Members. 


	QUALITIES

	Good team player with an eye for detail.
Can work under pressure and to deadlines.
Calm and professional and confident when providing advice to line managers and employees.


	.

	SPECIAL CONDITIONS

	Commitment to equality, diversity and inclusion.

	Full clean driving licence













