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                                   Gravesham Borough Council 
Directorate:

Chief Executive Office
Department:

Human Resources
Post No:

TBC
Post Title:

Senior HR Adviser
Post Grade:

SO2/POA  
Responsible to:
HR Manager
Job Summary:

Support the HR Manager through the delivery of an efficient HR operational service and strive to ensure a high quality of service is delivered.

Engaging with key stakeholders to understand their needs and priorities and support managers with the implementation of organisational change.

To enable managers to manage with competence and confidence, and in a way which enhances performance. 

Lead on policy revision and review, ensuring compliance with employment law and best practice.

To lead in a specialist area of HR as required.
Job activities:
1. Provide advice expert advice and support on a wide variety of employee relations activities including issues affecting individual members of staff, some of which may be complex.

2. With the HR Manager undertake formal consultations in line with the organisational change process, or similar situations affecting employee terms and conditions, such as TUPE transfer, ensuring that all legal requirements are met, and all formal paperwork is completed accordingly.  

3. Act as client manager for formal investigations.

4. Providing professional HR advice to chairs of hearings and appeals  

5. To lead on sickness absence for the Council, including dealing with more complex cases of ill-health.

6. Provide coaching and mentoring to other members of the HR Team as necessary.
7. Manage complex HR Projects (Examples - organisational design, reward & retention, equality & diversity, training & developments, job evaluation)

8. Supporting the HR Team in the formal job evaluation process.

9. Use HR information systems to access, input and compile data and produce monthly HR metrics and contribute to team and organisational objectives.
10. Build effective working relationships with Trade Unions to ensure there is an integrated approach when formulating and implementing HR policies and interventions.
General

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

To participate as required in the Council’s Emergency Planning Operations which may involve duties outside the post holder’s normal job description and contracted hours.  In the event that an incident has occurred which disrupts the council’s ability to deliver its critical functions, the post holder will be expected to participate in the recovery stage which may include undertaking duties within the post holder’s competencies in other departments and/or at other locations.
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 LA

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

	
	ESSENTIAL
	DESIRABLE

	SKILLS/ABILITIES

(Specific skills and abilities required to undertake the duties)


	Excellent Interpersonal and Communication skills.

Ability to manage conflict.

Excellent negotiation and influencing skills.

Ability to prioritise and work to tight deadlines.

Demonstrable ability to analyse and interpret varied and complex information and develop strategies and solutions for the medium and long term. 

Excellent Microsoft office skills.

	

	KNOWLEDGE

(Particular knowledge which will be necessary to perform the work effectively, e.g., of specific legislation or regulations)


	Excellent knowledge of Employment Law Legislation and its practical implications.
Demonstratable knowledge of HR policies and procedures.

	Understanding of NJC Green Book terms and conditions 

Understanding of the Local Government Pension scheme
Knowledge of mediation techniques and skills.



	QUALIFICATION

TRAINING
(Educational/vocational qualifications and other training)
	CIPD qualified at level 7 or equivalent experience of working in a senior advisory role.
	

	EXPERIENCE

(Level and type of previous experience)


	Demonstratable experience of supporting managers in complex HR cases including hearings and appeals and understanding the procedures involved. 

Proven experience of providing professional expert advice and guidance. 
Demonstratable experience of working with senior managers to support restructures and a comprehensive understanding of the legal implications.

Strong casework and project Management.
Demonstratable experience of working constructively with Trade Unions.

	Experience of working in local authority environment
Working knowledge of finance and local authority budgets

Experience of working with Resource link HR and Payroll system



	QUALITIES

(Particular qualities necessary to carry out the works, e.g., ability to work under pressure or work co-operatively in a team)
	Proven ability to work and remain calm under pressure.
A good team player.

	

	SPECIAL CONDITIONS

(e.g., willingness to work unsocial hours or wear a uniform)
	Deals with occasional exposure to disagreeable, unpleasant or hazardous environmental working conditions or people related behaviour
	


