

	



CITY OF BRADFORD METROPOLITAN DISTRICT COUNCIL

JOB PROFILE 
	DEPARTMENT: Human Resources
	SERVICE GROUP: HR Traded Service

	POST TITLE: HR Advisor
	REPORTS TO: HR Business Partner

	GRADE: SO1
	SAP POSITION NUMBER : 50105127


The following information is furnished to help Council staff and those people considering joining the City of Bradford Metropolitan District Council to understand and appreciate the general work content of their post and the role they are to play in the organisation.  The duties and responsibilities highlighted in this Job Profile are indicative and may vary over time.  Post holders are expected to undertake other duties and responsibilities relevant to the nature, level and scope of the post and the grade has been established on this basis.
As a candidate you will be expected to demonstrate your ability to meet the special knowledge, experience and qualifications required for the role by providing evidence in the application form for the purpose of shortlisting. Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column of this section.

The employee competencies are the minimum standard of behaviour expected by the Council of all its employees and the management competencies outlined are those relevant for a post operating at this level within our organisation. 

	Key Purpose of Post: 

	To provide advice and guidance to a range of schools, academies and multi academy trusts on HR issues, including attendance management. Manage casework as directed by the HR Business Partners and support them in delivering a proactive, comprehensive, high quality HR service to schools in the Bradford District. 


	Main Responsibilities of Post: 

	· Working under the supervision of the HR Business partner, on less complex cases, to provide general guidance and advice to managers, Governors and Teachers in Schools, Academies and Academy Trusts
· To liaised with schools regarding on-going casework and other HR issues, under the supervision of HR Business Partner.

· To take a lead role in attendance management for Schools, including management training and employee briefings
· To support investigations relating to employee relations cases.

· Support the implementation d a range of HR policies and procedures
· Contributes to policy development, undertaking appropriate research

· To liaise with Occupational Health providers and a range of Trade Unions.

· Contribute to the evaluation and continuous improvement of HR Traded Services.
· 

	Structure:
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	Special Knowledge Requirement. Will be used for shortlisting. 

	
	Essential

	Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column.
	

	Carries out a variety of working practices, applies complex regulations,

rules, procedures and processes across a technical/specialist area
	X

	Ability to adopt a process of continual improvement and suggest ways of

working more efficient and effectively to improve service delivery.
	X

	Knows and understands how to use, interpret, handle and communicate

information
	X

	Able to read, understand and simply convey relevant information to individuals and groups
	X

	
	

	Please add up to five additional knowledge requirements specific to the post.
	

	Knowledge of employment policies and practices and key employment legislation
	X

	Knowledge of current issues in the education sector
	X

	
	


	Relevant experience requirement: Will be used for shortlisting


	Experience of advising managers on HR issues including absence management

	Experience of implementing HR procedures with employees and managers

	Experience of dealing with complex situations requiring judgement and discretion

	Relevant professional qualifications requirement: Will be used for shortlisting


	CIPD level 5 or be studying towards

	

	Core Employee competencies to be used at the interview stage. 

	Carries Out Performance Management

	Understands and consistently applies best practice

	Communicates Effectively 

	Communicates effectively on a 1:1 basis on detailed and complex issues.

	Able to read, understand and convey relevant information to individuals and

groups

	Use sensitivity and discretion when dealing with issues of a confidential

nature

	Carries Out Effective Decision Making 

	Accurately establishes all of the associated risks

	Uses judgement and discretion to reach decisions

	Undertakes Structured Problem Solving Activity 

	Able to look at complex situations and identify issues

	Considers where the risk can be

minimised

	Operates with Dignity and Respect 


	 Considers the diverse needs of our communities

	Working Conditions: 
 

	 Must be able to perform all duties and tasks with reasonable adjustment, where appropriate, in accordance with the Equality Act 2010 in relation to Disability Provisions.  

	Special Conditions: 

	Must be able to travel to schools across the Bradford district

	Ability to work outside of normal working hours to attend governors meetings

 and training events

	Compiled by: JG
Date: 20.07.16
	Grade Assessment Date:


	Post Grade:
SO1


HR Services Manager





HR Business Partner x 7





HR Advisor x 2








