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HR Advisor Job Description and Person Specification 




	Department:
	Corporate
	Reporting to: Accountable to:
	Human Resources Manager 



Purpose of the role:

As a HR Advisor at Autism East Midlands, you will provide generalist HR advice and support on terms and conditions of employment and HR policies and procedures. In addition, you will provide specialist administrative support to the HR Lead, managers and employees.   Working proactively as a member of the HR team you will deliver a professional, comprehensive advisory and administrative service.

Duties and Responsibilities:

1. Provide first line generalist HR advice and support on terms and conditions of employment and HR policies and procedures.
2. Maintain and develop Systems and processes.
3. Provide HR advice and support to investigating officers in the management of casework; specifically investigations into conduct, capability and grievance matters.
4. Generating management information and reports using the HR system reporting tools as required and directed by the HR Lead.

5. Recording, updating and actioning absence information providing data and information to HR Manager in support of absence management activity.

6. Design and deliver HR related training and learning tools for managers and colleagues. 

7. Undertake activity that supports continued professional development, learning and improved ways of working individually and for the HR department as a whole. 
8. Assist with onboarding, new starters, leavers administration (including exit interviews), as required to cover planned periods of absence.
9. Any other duties commensurate with the accountabilities of the post.



Equality, diversity and inclusion 

Autism East Midlands have a strong commitment to working towards the achievement of equality diversity and inclusion in both the delivery of our services and in employment. Our mission statement and strategic objectives directly support these aims. Everyone who works with us are expected to actively support and implement Autism East Midlands’s equality diversity and inclusion approach. 

The post holder will be required to undertake such duties as may reasonably be expected. All employees of Autism East Midlands are expected to be professional, co-operative and flexible within the needs of the post, the department and the Organisation.


































	
PERSON SPECIFICATION – HR Advisor  




	

Personal Skills / Characteristics


	Criteria 
	
Method of Assessing

	1. Experience
 

A sound understanding of the principles of good HR practice and some knowledge of employment law

A demonstrable record of success in previous roles

Awareness of immigration legislation

Experience of working with the trade unions or within a unionised environment
	


E


E

D

D

	

Application Form/ Interview

	
	
	

	2. Qualifications and Training

CIPD Level 5 qualification or, the equivalent level of attainment gained through professional experience


Maths and English Language – grade C/ 4, or above 

Evidence of continuing professional development
	

E



E

E
	
Application form/ certificates

	
	
	

	3. Special Skills and Knowledge

Experience of note taking, organising meetings, managing outlook diaries.

Ability to plan, prioritise and organise own workload in response to changing  requirements. 

Experience of working collaboratively with the team and stakeholders to support the delivery of HR Advice

Working knowledge of HR Databases’ Microsoft Word/Excel/Outlook/Power Point

An ability to communicate clearly and concisely verbally and in written formats.

A people person with strong relationship building skills.
	

E


E


E


E


E


E
	
Application / Interview

	
4. Personal Qualities

Good organisational skills, ability to prioritise and manage time effectively to meet deadlines

Ability to work on own initiative with minimal supervision, and also a team member

Excellent communication skills including dealing with enquiries/ complaints from employees within the organisation 

Able to deal with other people in a respectful and positive manner at all times

Solution focused

Resilient and tenacious
	


E


E


E


E

E

E


	

	
	
	



D = Desirable		E = Essential

The postholder will be required to undergo and obtain a satisfactory Disclosure and Barring Services check. 
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