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Job Description and Employee Specification 

Employment & Policy Adviser
Chief Executive’s


	Service: 

	Chief Executive’s

	Division:
	People Resources


	Job Title:
	Employment and Policy Adviser


	Responsible to:
	Senior Employment and Policy Adviser


	Grade:
	NLC10


	Conditions of Service:
	SJC


	Job Evaluation Reference:

	A8589

	Date of last review:
	


	Job Outline

Supported by the Senior Employment and Policy Adviser, to manage a wide range of ER cases and to promote a positive ER culture within the business, minimising risk and meeting business requirements.  To undertake job evaluation analysis and job sizing.


	Main Duties and Responsibilities

Generic Duties:
1. Develop and maintain a high level of personal expertise in employment legislation, best practice and core HR initiatives, policies, systems and processes to ensure effective advice to Service managers, employees, and other key stakeholders. 

2. Ensure positive and respectful working relationships with Officers, Elected Members and other Stakeholders in the interests of a corporate approach, partnership working and in accordance with the principles of ASPIRE.

3. Participate on any internal working groups, as directed.  

4. Ensure compliance with Council policy, and with relevant statutory and legislative provisions, including compliance with the provisions of the Health and Safety at Work Act 1974.

5. Comply with the Employees’ Code of Conduct, demonstrating the ethical standards expected of officials in public service.

6. Undertake such other duties as may be appropriately determined.

Specific Tasks:

7. Provide case management advice , guidance and support to Line Managers,  employees and other key stakeholders engaged in managing ER cases, which is legally compliant and in line with Council policy, procedure and values  while minimising any  potential risks.

8. Manage a caseload and prioritising across a broad of scope of issues. 

9. Assist in providing case coaching, advice and support to Line Managers across Services. 

10. Work in partnership with other Employment and Policy Advisers to deliver a timely, accurate and effective ER case management service.

11. Support key stakeholders to continuously improve leadership and management capability by challenging, influencing and supporting managers in a way that increases their knowledge, understanding and ability to manage ER cases effectively.

12. Under the direction of the Senior Employment and Policy Adviser, work with managers to attain consistency of standards and legislative compliance across the Council.

13. Ensure effective working relationships are created and maintained with Senior HR Business Partners and Trade Union representatives and other stakeholder.

14. Evaluate jobs under direction, as required, maintaining the integrity of the job evaluation scheme, including job sizing.

15. Identify opportunities to apply process improvement and best practice methodologies, as appropriate, to improve end to end case management.

16.  As required, work on a range of projects and areas of work, ensuring outcomes are delivered on time and to a high standard.

17. As directed, and where appropriate, take responsibility for the preparation and content of reports, plans, briefings, presentations and FOI requests.

The Chief Officer (People Resources) shall have the discretion to deploy officers within the team across the Council in the interest of effective Service support, their own professional development and / or the interests of the Council

This job outline is intended to indicate the broad range of responsibilities and requirements of the post. It is neither exhaustive nor exclusive but, while some variation can be expected in particular duties, the outline is considered to provide a reasonable general description of the post.














	SPECIFICATION
	ESSENTIAL
	DESIRABLE
	METHOD OF ASSESSMENT

	QUALIFICATIONS/TRAINING
	
	
	

	· Educated to degree level or an equivalent, appropriate professional qualification
· Evidence of continuing professional development
· Membership of CIPD or eligible for membership

	
X


X

X
	
	Verification/Application Form/Interview

	
	
	
	

	WORK EXPERIENCE
	
	
	

	· 1 year or more relevant experience of working as an HR professional and detailed knowledge of employment law and its practical application across a range of areas
· Experience of working in partnership with a range of stakeholders such as managers, trade unions and employees
· Experience of working with and providing advice and guidance to managers

	
X







X




X
	
	Application Form/Interview

	
	
	
	

	KNOWLEDGE/SKILL/ABILITY
	
	
	

	· Good project management skills, able to deliver operationally in support of overall business strategy
· Ability to cope with a demanding workload and competing priorities
· Excellent written and oral communication skills
· Excellent planning, organisation and analytical skills
· Well developed research skills
· Numerate and IT literate
· Thorough understanding of HR policies, procedures, systems and processes

	
X



X


X


X


X

X

X

	
	Application Form/Interview

	
	
	
	

	
	
	
	

	PERSONAL QUALITIES/ATTRIBUTES
	
	
	

	
· Ability to build rapport and professional credibility quickly with stakeholders
· Ability to develop strong relationships, to challenge and influence to ensure effective ER/HR solutions
· Team orientated
· Innovative and creative mind set, able to generate new ideas and challenge the status quo
· Sound judgement with absolute discretion, impartiality and objectivity at all times
· Articulate, professional and diplomatic
	

X



X



X


X


X



X

	
	Application Form/Interview

	
	
	
	

	OTHER
	
	
	

	· Able to travel throughout North Lanarkshire
· Full driving licence
	
X
	


X
	Application Form/Interview
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