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	Job and Person Specification  

	Job Title:

	Employee Relations Advisor
	Page 

	4


	Reporting to:

	People Operations Manager
	Grade or Level

	


	Job Location 

	High Wycombe Head Office
	Version No

	1





[bookmark: _GoBack]Job Specification                                               

	Overall Purpose of the Job (Outline the purpose of the job, what is the reason for the job, what must it achieve and how does it contribute to the success of the business?)

	
To manage the entire Employee Relations case load for InHealth, assessing and triaging the employee relations requirements and engaging with senior support within the People Services team.  This role will be responsible for upskilling other members of the People Operations Team to develop case management, improve efficiency and improving policy and processes 

This role will support the People Operations manager to define and deliver an excellent manager advisory service that will reduce Employee Relations case escalation and equip managers with the skills to tackle issues early.





	Key Working Relations (List the internal and external roles that this post has key interaction with)

	
· People Operations Team
· Strategic HR Business Partners
· Centres of Excellence – Payroll, TA and L&D
· InHealth People Managers
· Operational Leadership 
· Shared Service Functions




	Key Result Areas and Specific Duties (Key result areas should be related to the job objective. Provide a list of key result areas and specific duties to include people management and key performance indicator areas)

	
· Manage and be the point of contact for all Employee Relations cases raised via Service Now, escalating complex cases as needed to Strategic HRBPs 
· Manage all employee relations cases issues through to satisfactory resolution including disciplinary, grievance, performance, sickness and mediation 
· Coach and engage people managers and people operations team members on best practice management for employee relations, upskilling People Operations team and People Managers to improve ongoing issues within current policies and practices 
· Drive improvements required within employee relations management, training, coaching, re-writing policies and processes as needed to support this, ensuring best practice is understood and followed
· Provide excellent management information on Employee Relations to support monthly reporting requirements and provide credible and knowledgeable solutions to trends seen
· Ensure all employee relations issues are managed through correct process, adhere to service levels and ensure that legislative requirements are met
· Act as a point of escalation for the People Operations team to support the People Operations Manager and be the key employee relations knowledge point 
· Contribute to the People strategy providing input into process improvements within the People Operations team
· Consistently train and coach people managers in sickness absence and performance management as required
· Support the implementation of the management advisory service into the People Operations team
· Responsibility for managing own administrative work through Service Now and ensuring data integrity on the HRIS
· Attendance at regular ER meetings via communications technology eg Skype or face to face in the Head Office
· Be the key knowledge point in the People Operations team, specifically in relation to Employee Relations and supporting the People Operations Manager with the training and education of wider People Operations team in employee relations policies and processes.
· Report to the People Operations Manager daily on any issues and escalate as needed





	Core Competencies (List competencies from Competency Framework usually a maximum of 5, focus on those that are specific to the job and are essential for is success) 

	Drive for Results
Excellent Communication and Customer Service
Team Work
Planning and Organisation
Problem Solving
Self Awareness and Development
Professional Confidence
Technical Employment Law Knowledge and Employee Relations Skills



Person Specification                                               

	Knowledge (What knowledge is required to enable the person to be successful in this role?)

	Essential:
	Desirable:
	Tested By

	· Solid grounding in Operations HR practices and the UK employment law, including staff discipline, performance management, sickness absence and other employee relations
· Able to see the root cause of errors and review how to correct, supporting team members to achieve desired level of output
	· Understanding of the healthcare sector
· Experience with contractual law




	Skills and Experience (What skills and experience is required to enable the person to be successful in this role?)

	Essential:
	Desirable:
	Tested By

	· Demonstrable experience in supporting ER case loads and detailed understanding of HR processes
· Proven success in an ER role ensuring that the business’ needs are fulfilled as well as meeting external regulatory and legislative requirements
· A track record of effecting change through appropriate ER initiatives
· Enthusiastic, hard working and positive self-starter 
· Proven relationship management skills including suitable escalation as required
· Able to manage multiple key priorities involving a wide range of stakeholders at the same time as managing operational needs
	· Practical experience in a healthcare / clinical environment













	Qualifications and Special Training (What is the level of education that is required to enable the person to be competent in this role?)

	Essential:
	Desirable:
	Tested By

	· CIPD qualified – Level 5 or Equivalent Experience

	· Level 7 CIPD 



	Personal Requirements (What are the key personal attributes required for this role?)

	Essential:
	Desirable:
	Tested By

	· Energy, drive, team focused approach and ability to respond under pressure
· Exceptional communication skills both written and verbal
· Flexible in respect of hours
· Ability to multi-task and manage a varied workload
· Demonstrates a positive, proactive approach
· Responds and reacts positively to customer requires investigating and interacting as appropriate
· Team focused
· Professional
· Resilient
· Conscientious and meticulous attention to detail
· Generate and assesses possible solutions to problems and uses established procedures to produce successful outcomes
	




	Employee Signature:
	Line Manager Signature:

	
	

	Date:
	Date:
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