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HR Advisor
Job Description 
Salary:


Up to £26,000 (pro rata/dependent on experience) + 8% non-contributory pension

Holidays:

25 days per annum plus public holidays

	Hours:
	21 hours per week

	Reporting to:
	Deputy Chief Executive

	
	


Routes to Work South are committed to collaborating with partner agencies to deliver a flexible, accessible, client-centered service that will support local people who are out of work to progress and sustain employment, support local employers, and link opportunity and need.

RTWS has been recognised as one of Scotland’s Top Employers and deliver a range of services on behalf of the Scottish Government, South Lanarkshire Council, Skills Development Scotland and other organisations operating locally and nationally.

Job Profile:
Based within our Head Office in Cambuslang, you will be responsible for day-to-day operational HR activities which will include the full employee life cycle, coordinating and advising on key areas within HR such as recruitment and onboarding, people management, employee engagement, employee development & employee relations. 
The ideal candidate will be an enthusiastic, proactive and pragmatic HR professional who is well organised, possesses excellent verbal and written communication skills and has strong generalist HR experience. 
Key Duties:
· Providing HR training and advice to line managers;
· Manage Recruitment plans and strategy, including on-boarding and induction;
· Updating HR polices in line with employment legislation;
· Conduct internal surveys to gather employee feedback and identify areas of improvement;
· Monitoring recruitment metrics such as retention rates and staff turnover;
· Employee relations including disciplinaries, sickness absence and performance management;
· Answering human resources queries posed by management and employees;
· Maintain HR database, employee records and files;
· Deliver and maintain a quality service in line with RTWS Customer Service Standards Policy and Procedures;
· Perform any other ad hoc duties in line with organisational requirements.
PERSON SPECIFICATION:
Reporting to the Deputy Chief Executive and working alongside the Management Team you will have a key role in designing and implementing our people and culture strategy. 
	Essential
	Desirable

	At least 3 years’ experience in a similar role.
	Experience of working as an HR Advisor within the Charity sector

	CIPD Qualified
	Evidence of continuing professional development

	Knowledge of relevant HR policies and procedures and current legislation
	

	Knowledge of the best practice on recruitment and selection
	

	Excellent interpersonal and communication skills
	 

	Strong analytical skills with the ability to manipulate data and prepare management reports
	 

	Experience in providing advice and support to line matters on strategic matters
	

	Experience in leading projects and implementing new initiatives
	

	Ability to work under pressure and meet targets and deadlines
	

	Able to manage and plan a high-volume workload
	

	Excellent written and oral communication skills and organisational skills
	

	Target and performance driven to achieve KPI’s
	


TARGETS/KPI’S:

Routes to Work South are a performance and target driven organisation and targets and key performance indicators will be discussed and agreed with the post holder at induction. 
The post holder should also demonstrate knowledge of:

· The ethos of the voluntary sector and potential income sources.

· Equal opportunities, use of language in its promotion, and its implications in the work of the organisation.
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