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KEY RESPONSIBILITIES

1. Advising line managers, headteachers and staff across the full range of employment topics, commissioning expert opinion from other HR professionals or the Authority’s lawyers when necessary.

2. Maintaining a strategic overview of sickness absence within the service areas as designated by the HR Manager, providing professional advice and support to managers and staff on sickness absence. Managing case conferences where these are necessary to ensure appropriate decisions/outcomes are made. 

3. Attending JCG meetings, staffing panels, Staff Disciplinary and Dismissal Committees, health and safety committees and other similar meetings and providing professional advice to those meetings.

4. Assisting managers on recruitment and retention strategies, by developing and retaining the required calibre and number of employees required by the Council (Workforce Planning and establishment control). Attending Head of Service appointments committees, as appropriate. Participating in the recruitment and selection process, providing advice to managers on procedure and policy to ensure fair selection of staff.

5. Providing professional advice and recommendations to managers in the event of discipline, grievance, redeployment, redundancy, capability, bullying and harassment cases at Headteacher, Governing Body and Head of Service level, ensuring that the Authority’s policies and procedures and the Care Council for Wales’ Codes of Practice are adhered to. Ensuring positive outcomes are reached by enhancing and developing employer relations matters.
6. Drafting, negotiating and implementing new agreements and terms and conditions of employment, using knowledge and experience to ensure they are fit for purpose in all professional aspects, ensuring reference is made to the Authority’s equality proofed pay structure and terms and conditions of employment, and acting within the remit of the Collective Agreement unless express authorisation is obtained to do otherwise.  

7. Leading and championing the implementation of elements of the Authority people management strategy as designated by the HR Manager. Sharing best practice of outcomes, as appropriate.
8. Attending meetings and working groups, representing HR and raising key issues for consideration as appropriate

9. Developing and delivering policy training to Managers, Headteachers, and Governors.
10. Researching best practice and developing the service area activities to accord with best practice.

11. Proactively providing recruitment and retention strategies, in line with the service area workforce plans.

12. Authorising employment contract documents and associated paperwork.

13. Analysing management information. Producing reports for managers, identifying good practice and issues that require attention. Providing commentary on HR Performance Indicators.

14. Maintaining employee records, ensuring compliance with the Data Protection Act and other relevant legislation and best practice standards.
15. Undertaking projects commensurate with the grade and duties of the post as required by HR Manager.
16. Assisting with the management of health, safety and welfare arrangements.

17. Participating in delivery of induction arrangements.

18. Championing equality of opportunity in employment.

19. Taking responsibility for one’s own continuing professional development and that of their team.

20. Any other duties which may be allocated from time to time which are appropriate to the post and grade and which are not of a substantial nature as to affect the grading of the post, including deputising for relevant senior managers.

GENERIC RESPONSIBILITIES

1. To assist in the planning and delivery of cost-effective services of the required quality, within the context of the Authority’s Aims and values and corporate/service strategies, including achieving a continuous improvement in service provision.

2. To strengthen partnership working wherever appropriate both within the Authority and with external organisations.

3. To assist to create a culture which results in the Authority’s services “exceeding expectations”.

4. To ensure that effective use is made of all resources, including people, finance, property and equipment. 
5. To ensure that the “people management” dimension of all service and corporate issues is recognised and acted upon in association with colleague managers and specialist advisers, as appropriate.

6. To establish a performance management framework within which employee objectives are set, responsibilities and authority are delegated, support and advice is given and results monitored. This includes communicating high expectations of performance to all employees and setting a personal example to all.

7. To assist in the development of a progressive employee relations climate based on fairness and equity of treatment. This includes promoting genuine equality of opportunity in employment.

8. To ensure that effective two-way communication methods are in place and that all employees receive relevant information in a timely manner.

9. To participate in the workforce planning process, including, as appropriate, recruitment, selection and ER/VR activities.

10. Acting as counter-signatory for DBS disclosures and endorsing/verifying registration application forms for the Care Council for Wales.

11. Carrying out Warner monitoring and attending Professional Abuse Strategy  meetings, as appropriate and advising on employment legalities.

12. To contribute to effective paybill management, including optimising the numbers and types of employees utilised and the management of employee-related costs such as overtime payments and car allowances.

13. To manage sickness and other absences in a firm but sensitive manner which reconciles the Authority’s needs with the employee’s welfare.

14. To ensure that misconduct and/or lack of capability on the part of an employee are effectively addressed in compliance with corporate polices and guidelines.

15. To assist to resolve individual grievance and collective disputes.

16. To create and maintain a health, safe and productive working environment, including promoting an awareness of health and safety amongst all employees.

17. To contribute to improved employee and organisational performance through systematic training and development. This involves all managers taking responsibility for their own lifelong learning, as well as encouraging a similar approach amongst all employees.

18. To undertake such other duties and responsibilities as may be required from time to time having regard to the nature of the post, including deputising for relevant senior managers.

This is an outline description of the job as it presently exists. The job description will be examined periodically and updated to ensure that it relates to the job as then being performed, or to incorporate whatever changes are proposed by the Authority. Any such changes will be subject to consultation with the post-holder. It will be Authority’s aim to reach agreement to reasonable change but, if agreement is not possible, the Authority reserves the right to insist on changes, following consultation.

This is a generic post and the postholder may be required by the Head of HR to undertake, temporarily or permanently, any or all of the duties associated with other HR Officer roles with immediate effect. This will ensure that staffing resources are deployed flexibly and effectively in order to respond to priority HR activities and to facilitate personal development.

JOB DESCRIPTION AGREED BY:

Employee__________________________  Date:__________________

Line Manager_______________________  Date: __________________

JOB DESCRIPTION 





JOB TITLE:		HR Officer





SECTION:			Human Resources Unit





GRADE:	                     Grade 8


		


SALARY:			Scp 31 – 35 £27,668 - £30,995 per annum





RESPONSIBLE TO:	HR Manager





HOURS:			37





JOB SUMMARY:


To provide professional advice and guidance to relevant Heads of Service, Headteachers, Governing Bodies, Managers and staff on HR policies, procedures and employment law in multi disciplinary service areas.


To advise and make recommendations to Heads of Service and Managers on complex and varied people management implications of proposed changes.


To participate in the assessment of strategic, regional and service plans and advise on the workforce strategies needed to support the implementation of those plans.


To lead the implementation of HR policies and procedures. To take responsibility for the development of HR practice in areas designated by the HR Manager.


To represent HR and provide professional HR advice at working groups and meetings, both internally and externally.


To ensure that the activities of the HR Division support the Authority’s “One Council” philosophy


To provide professional advice at JCG meetings, staffing panels, Staff Disciplinary and Dismissal Committees and other such decision making and consultation forums
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