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Classification: OFFICIAL


	Job Title:
	Employee Relations Adviser
	Grade:
	SLGE9

	Department:
	Customer Services – HR & OD
	Job Evaluation Ref:
	A5150

	Location:
	Negotiable
	Occupation Code:
	3571/02

	Reporting To:
	Employee Relations Officer
	
	



About us: 
We are committed to creating a workplace where people thrive through shared purpose, collaboration, and continuous improvement. We focus on working positively with each other and delivering high-quality services for our communities. We look for colleagues who share our values and can contribute to a supportive, inclusive, and effective working environment.  

Role Purpose:  
Support the delivery of a high-quality, professional and business-focused Employee Relations service across the Council, deputising for the Employee Relations Officer when required. Provide consistent advice through the HR Helpdesk and contribute to the review and development of employee relations policies, procedures and guidance.

Key Tasks and Responsibilities: 
· Support the Employee Relations Officer to plan, develop and review Employee Relations services and service plans, working effectively with colleagues and customers.
· Help design and review the Employee Relations Advice service and contribute to change programmes that meet current and future customer needs.
· Provide professional advice and support to allocated customer groups and through the HR Helpdesk on discipline, grievance, performance management, reward, TUPE, organisational change, Job Evaluation, absence management and conditions of service.
· Manage a caseload covering all aspects of employee relations, attend interviews and hearings, and advise on relevant HR policies and procedures.
· Carry out fact-finding investigations for disciplinary cases.
· Provide coaching or mentoring to managers on Employee Relations policies and procedures.
· Review and develop Employee Relations policies, procedures, guidance and training materials, including research into best practice and benchmarking with other organisations.
· Maintain accurate records, systems and files so that HR advice, case outcomes, customer satisfaction, analytics and performance reports are complete and reliable.
· Produce clear reports and analysis on Employee Relations activity and use evidence to support continuous improvement and professional development.
· Build effective working relationships, protect confidentiality, attend relevant internal and external groups, and share knowledge with less experienced colleagues.
· Approve invoices and expenses in line with Council guidelines and standing orders, including occupational health provider invoices.
· Follow the Council’s health and safety policies, standards, systems and procedures, including any additional instructions from line management.
· Undertake other duties appropriate to the role and grade, as required by the line manager.

Person Specification:
This person specification describes the attributes of a suitable candidate for our role.  Through the recruitment and selection process we shall be looking for evidence that you understand, share and can demonstrate our behaviours and possess the essential attributes. 

	Attribute
	Criteria
	Essential or Desirable
	Stage of Selection Process Assessed

	Competencies

These are fixed for all employees and should not be removed or amended
	Level 1
One Council One Place
Purpose and Mission Focus
Employee Empowerment
Data and Evidence Driven
Learning Council
Agile
Maximise Useful Technology
	Essential
	Application Form
Interview

	Qualifications
	CIPD Level 3 in HR Management or equivalent experience.
	Essential
	Application Form
Interview

	
	CIPD Level 5 Membership of the CIPD or willing to work towards.
	Desirable
	Application Form
Interview

	
	Degree in HR or related subject.
	Desirable
	

	Experience
	Providing information and guidance to employees/customers through written and spoken communication.
	Essential
	Application Form
Interview

	
	Working within an HR environment.
	Desirable
	Application Form
Interview

	
	Gathering information through researching professional materials/internet/networking.
	Desirable
	

	Knowledge and skills
	Good knowledge of employment law.
	Essential
	Application Form
Interview

	
	Computer literate with good knowledge of Microsoft Office.
	Essential
	

	
	Sound knowledge of council’s terms and conditions of service.
	Desirable
	Application Form
Interview

	
	Understanding of HR administrative processes, from new start to leaver.
	Desirable
	

	Professional competencies
	CIPD Behaviours:
Employee Relations Knowledge and Application: Applies HR policies, procedures, conditions of service and employment legislation accurately and consistently to provide practical advice and support.
Ethical Practice and Integrity: Demonstrates professionalism, confidentiality, fairness and respect when handling employee matters.
Customer Focus and Communication: Builds positive working relationships and communicates complex or sensitive information clearly and effectively.
Evidence-Based Decision Making: Uses facts, information and data to assess situations, identify appropriate actions and make sound recommendations.
Collaborative and Inclusive Working: Works effectively with managers, employees, trade unions and colleagues, promoting equality, dignity and inclusion.
Organisation and Case Management: Manages competing priorities, maintains accurate records and ensures actions are progressed in a timely manner.
Situational Decision Making: Exercises sound judgement knows when to seek guidance and adapts approach to differing circumstances.
Continuous Learning and Improvement: Maintains professional knowledge, embraces feedback and contributes to service improvements and best practice.
	Essential
	Application
Form
Interview

	Additional Requirements
	Post holder will be required to travel in accordance with duties of the role.
	Essential
	Application Form
Interview
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