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JOB DESCRIPTION
JOB TITLE:
Senior HR Advisor
RESPONSIBLE TO:
Assistant Director (Human Resources)
Direct reports:


JOB Purpose

In conjunction with the Assistant Director (Human Resources) provide an effective and comprehensive Human Resources service throughout Foundation66, supporting the organisation’s objectives generally and those associated with the recruitment, retention, performance management and development of staff in particular.
Implement and monitor the HR strategy, enabling Foundation66 to achieve its vision of being an employer of choice. Support the Assistant Director in ensuring the provision of excellent HR services which make an effective contribution to the overall success of the organisation.

Principal Responsibilities

Policy and Procedure Development and Implementation
· Develop and review HR policies, processes and good practice guidelines in consultation with managers.  Ensure that clear policies and procedures are in place which meet legislative and regulatory requirements, incorporate best practice in HR and support the delivery of excellent services.
· Oversee the effective management of the Human Resources database, ensuring the availability of accurate and up to date data at all times. 

· Maintain knowledge of current legislation, regulatory requirements and good practice; assess and manage risk in employment matters when determining approaches to collective and individual HR decisions.  
Employee Relations

· Provide support to managers on handling of Employee Disciplinaries and Grievances

· Case management including conducting investigations

· Panel membership at formal hearings

Management of Change

· Support managers in the delivery of change management strategies enabling changes to organisational structure and practice to be achieved in a way which causes minimum disruption to services and achieves positive outcomes for staff.
Staff Communication and Consultation
· Implement the organisation’s employee relations strategy.

· Maintain effective working relationships with staff representatives. 

· Support a range of effective staff communication systems within the organisation which meet the needs of staff working in a variety of out posted locations.

· Monitor the effectiveness of staff communication and advise on appropriate adjustments. 

Recruitment and Contractual Matters

· Lead the provision of an effective recruitment and selection service for Foundation66 in accordance with legislation, policies and procedures and good practice, improving processes where possible and responding to organisational changes.

· Support managers in the development of job descriptions 

· Ensure the correct and timely production and distribution of all paperwork relating to contracts, terms and conditions and variations. Approve all outgoing correspondence relating to staff terms and conditions.
· Ensure the preparation of all information for the monthly payroll process in accordance with audited procedures and to deadline.
· In conjunction with Directors, Area Managers ensure that the organisations procedure and current legislation, with regards to TUPE, is adhered to

Performance Management and Monitoring
· Support managers in delivering an effective culture of performance management across the organisation.

· Implement effective policies and procedures for Induction, Performance Appraisal, Supervision, Discipline and Sickness Absence.
· Support managers on performance management case work as required.

· Produce HR performance reports against the organisational KPIs for senior managers Directors Team and Board.

Employee Development

· Oversee the maintenance of accurate individual staff training records

· Monitor and report on the quality of staff training provided using staff feedback on courses.

· Support managers to identify suitable training providers where necessary.

External Environment

· Maintain an up to date knowledge of government legislation, regulatory requirements and best practice in all HR matters.
Equality and Diversity

· Support the implementation of the organisation’s Equality and Diversity strategy in relation to employment, helping to ensure that good practice is embedded in all aspects of the organisation’s policies and activities.

· Monitor and report on equalities practices in relation to workforce.  

General

· Perform any other duties consistent with the broad objectives of the post.

PERSON PROFILE

SENIOR HR ADVISOR
	Key Experience and Qualifications 


· People management experience, including a track record of supervising staff delivering HR services.
· Experience of delivering operational HR services in an organisation with a diverse staff team working across a variety of disciplines in different locations. 
· Experience of compiling information for Boards and Trustees on HR issues.

· Experience of supporting managers on a range of HR casework.

· Experience of delivering value for money in HR services

· Experience of HR policy implementation and review.

· Evidence of continuous professional development. 
· CIPD Qualified.
· Experience of analysing and interpreting data
· Experience of operating as an HR Generalist
· Experience of working with minimal supervision and making decisions using own initiative
	Desirable 


· Experience of payroll and payroll administration
· Experience of HR Databases
	Foundation66 Competencies for this post


	People Centred   (Level 3)

The ability to treat every client and colleague as an individual and to develop productive relationships with them


	Important

	Positive Approach  (Level 3)

The ability to take responsibility for doing an excellent job and to look for opportunities for continuous improvement


	Critical


	Motivating Others  (Level 3)

The ability to get the best out of others through providing support and opportunities for involvement and development


	Very Important

	Confidence  (Level 2)

The ability to face situations and challenges with clients and colleagues with confidence


	Very Important

	Communicating and Influencing (Level 2)

The ability to give information and persuade others in an understandable and engaging manner.
Excellent verbal and written communication skills

	Critical

	Teamwork (Level 3)

The ability to work cooperatively and supportively with others


	Critical

	Planning and Organising (Level 3)

The ability to work in an organised, structured way so that goals and standards are achieved


	Very Important

	Analytical Thinking (Level 2)

The ability to give proper consideration to problems and to come up with effective solutions.


	Critical

	Promoting Foundation66  (Level 2)

The ability to promote Foundation66 as an organisation internally and externally


	Important


	Leadership (Level 3)

The ability to lead teams to achieve the Foundation66 vision and the business objectives
	 Important



	Technical knowledge required


· Knowledge and understanding of legislative, regulatory and policy frameworks relevant to registered social landlords and in the provision of treatment services for people affected by the misuse of alcohol and other drugs.

· Knowledge and understanding of all aspects of employment legislation and its practical application within the context of an organisation such as Foundation66.

· Knowledge of HR issues relevant to support managers in all aspects of the resourcing and performance management of their teams, including managing risk for the organisation in HR matters.
· Knowledge of MS Word, PowerPoint and Excel 
	The Key Performance Criteria for this post are:


· Organisation complies with statutory and regulatory requirements

· Compliance with Foundation66 standards and procedures

· Responsive service provided to managers

· Accurate administration

· Respect for Confidentiality
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