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	JOB DESCRIPTION



	Position:

	HR Advisor 
	Issue No:
	1

	Department/Division:

	Human Resources
	Issue Date:
	

	Responsible to:

	HR Manager
	Hours of work/shift pattern details:
	08:30 – 17.00

	Responsible for:
	N/A
	Location:

	Stone 



	JOB PURPOSE

To support the HR manager and work collaboratively within the team. You will be required to provide professional HR advice and coaching on employment legislation, terms and conditions of service and HR policies to line managers and colleagues. 




	Accountabilities: 
· To provide advice and guidance to all managers on matters of discipline, grievance, absence and performance improvement. Preparing correspondence, minutes of disciplinary meetings and other documents as required.
· To support the recruitment and selection process for hourly paid and salaried colleagues. To include, arranging interviews and assessment sessions. Preparing rejection letters and reference requests.
· To monitor and review absence management. To include: updating the time and attendance system, processing occupational health referrals, the completion of regular and ad hoc weekly and monthly reports as required. 
· To update the NDL T&A system with starters/leavers/changes and processing the weekly Personnel Interface. Assisting with the production of documentation for processing changes to personal and employment details. 
· To support the HR Manager in the development and implementation of the communication and engagement strategies to drive cultural change to improve employee engagement. 
· To administer colleague reward schemes, and review annually to ensure they remain effective. 
· To support the sites corporate social responsibility strategy by working collaboratively with external agencies. 
· To work collaboratively as a team to produce site publications such as the monthly newsletter. 
· To support the HR manager in identifying the training needs of the organisation and maintaining the training records for salaried staff.
· To maintain up to date copies of policies and admin forms on the public drive that relate to HR processes.
· To maintain an effective HR filing system to include regular review and audit of personnel files to ensure records are complete and documents valid (e.g. warnings)
· To support the HR Manager to ensure that the site standards and policies are implemented on a consistent basis.
· To deputise for the HR Manager as and when required. 
· Provide flexibility and co-operation in covering duties of a related nature not specifically referred to in the job description that may enhance the service provided to the customer.





	PERSON SPECIFICATION



	CRITERIA

	ESSENTIAL
	MEASUREMENT INDICATORS A=Application I=Interview

	QUALIFICATIONS


	· Educated to A Level standard or equivalent 
· CIPD qualified or working towards

	             A
             A

	KNOWLEDGE
AND EXPERIENCE
	
· Experience of providing generalist HR advice to line managers. 
· Sound knowledge of employment and equality legislation.
· Experience of working in a fast-paced admin environment. 
· I.T literate - Familiar with database systems.  
	                             
      A/I 

      A/I


        I

      A/I
      

	SKILLS





	
· Ability to build effective working relationships at all levels of the organisation.
· Excellence communications skills both orally and written
· The ability to maintain confidentiality in accordance with the data protection act. 
· Ability to work calmly under pressure and keep to deadlines
· Organised and able to manage various project simultaneously
· Is able to assess the validity and effectiveness of procedures and information and able to suggest possible improvements to processes 
· Must be detail conscious and fairly analytical

	
        I

           A/I
         
           A/I
             
             I
           
            I
          
             I


             I
            

	PERSONAL ATTRIBUTES
	· Personable with an approachable manner
· Organised 
· Self – Starting
· Be motivated by continuous improvement and giving great customer service 
· Be highly conscientious and demonstrates high standards in terms of personal contribution, & performance.
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            I
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	· Willingness to be flexible in hours worked and to accommodate peaks in workload 

	         I
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COMPETENCY AREAS – Level 1
	In addition to the qualifications, knowledge, experience and skills identified above, the following will be assessed through interview:

	Customer focused 
· Is polite and considerate towards customers
· Does everything possible to offer outstanding customer service
· Presents a positive image of Norbert Dentressangle at all times
· Understands customers’ needs

Responsible and Proactive 
· Takes responsibility for own actions and meeting own objectives
· Understands own skills and level performance
· Takes responsibility for their own learning and development, proactively seeking out opportunities to learn 
· Shows enthusiasm and a positive attitude to work 
· Does what they say they will do
· Makes independent decisions within the boundaries of their role and responsibility 
· Proposes new ideas 

Adaptable and Innovative
· Positively challenges the way we do things, and dares to try new things and propose new ideas
· Learns from failures, experimentation, and risk taking
· Is flexible and adaptable 
· Accepts and supports decisions
· See obstacles as opportunity to demonstrate new capabilities
· Takes on new and unexpected challenges positively
· Actively supports change initiatives
· Identifies opportunities and thinks creatively about how these can be exploited e.g. cost savings, efficiencies, customer growth

Courageous and Resilient  
· States own view clearly, confidently, and positively – even when others have different views
· Doesn’t let mistakes or obstacles get them down, learns and moves on quickly

Transparent Communications 
· Listens and responds to colleagues
· Asks questions to check understanding
· Takes part in team and business discussions
· Shares knowledge and information proactively, quickly, and openly with all colleagues in all teams and with their Line Managers

Unity and Team Spirit 
· Demonstrates the Norbert Dentressangle Values and Commitments
· Acts as part of a team 
· Works with colleagues to ensure delivery of service, quality and targets
· Works together with colleagues from other teams
· Helps colleagues by passing on their own experience
· Has open and honest working relationships
· Understands own role within team and the roles of others
· Shows dignity and respect towards colleagues

Health, Safety , and the Environment 
· Undertakes all tasks in line with training received and safe systems of work, risk assessments
· Demonstrates understanding of the importance of Health and Safety in the workplace by taking positive action
· Reports potential risks and issues immediately to Line Manager or equivalent 
· Checks relevant equipment before use, does not use if unsafe
· Keeps area of work clean and tidy at all times

Commercially disciplined
· Demonstrates awareness of all parts of the Norbert Dentressangle business
· Understands the importance of controlling costs and takes action to reduce them where possible, without harming the quality of service
· Understands the importance of continuous quality improvement 
· Pays attention to detail 
· Follows the correct policies and procedures and standards at all times
· Draws conclusions by carefully analysing information and data, and takes appropriate action based on this analysis. 








	Please sign to confirm you have read and 
understood the Job Description 


	Manager Signature…………..                           
	Employee Signature…………..
	Date………                   
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