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Job Description 

	Post Title: People Advisor
	Post Reference: JD016
	

	Summary of the Role: 
To provide a professional, comprehensive and timely human resources service providing professional guidance and support to managers and colleagues.

	Reports to: Senior People Advisor


	
	Base / Location: QEQM with travel to all other sites


	Key Responsibilities
	Working Relationships & Contacts

	Advise and assist managers in addressing poor performance, sickness absence, disciplinary and grievance matters and any other issues relating to employment and terms and conditions of service.

Be actively involved in investigations, in conjunction with managers, including the preparation of all documentation for hearings.

Assist the business in all aspects of change management to ensure that change, where possible, is planned, managed and implemented in accordance with policies whilst enabling them to meet their corporate objectives.

Take an active role in carrying out project work as requested by senior HR colleagues. 

Deliver management development programmes to ensure that managers are equipped with the necessary skills required to manage staff ensuring these are in line with the company’s objectives and values.
Review Employment Policies and Procedures ensuring they are in line with best practice and relevant employment legislation.

Provide advice and support on HR issues for all staff groups.

Manage a caseload as agreed prioritising as appropriate ensuring cases are managed to quality standards and timescales.

Identify and interpret developments in case law and external best practice

In conjunction with the People business partner monitor and analyse trends of activity and propose remedial action to correct and improve employee and management understanding and adherence to policies.
Any other duties commensurate with the grade.


	Managers and staff
Leadership team

External suppliers (such as recruitment, payroll, training etc)

Staff and trade union representatives

Local government and NHS bodies

Press and Media

Suppliers of goods and services

Group company HR leads

Solicitors

Relevant professional bodies

	Job Dimensions:

Problem solving, decision making, impact, resource management including value, working environment, responsible for staff & equipment) 


	Performance measures and KPIs

	Provide advice, support and guidance to managers and employees across a broad range of issues.
Work as a key member of the People team to ensure effective provision of services.
Contribute to improved performance and business transformation.

To ensure that the service provided is effective and to the requirements of the objectives of 2gether Support Solutions


	


	Person Specification:

(Please state Essential (E) or Desirable (D)



	Knowledge & Skills:

Strong internal drive & enthusiasm (E)
Ability manage workload effectively (E)
Excellent presentation and communication skills (E)
Excellent interpersonal and influencing skills including diplomacy and tact (E)
Ability to present information logically and concisely both verbally and in writing (E)
Ability to plan and deliver training courses (E)
Professional approach to difficult or challenging situations (E)
Good analytical skills (E)
IT proficiency, particularly in the use of Microsoft office suite (E)
Knowledge of best employment practice and employment legislation (E)

	Experience

Previous experience in a generalist human resources role (E)
Experience building and managing relationships with stakeholders (E)
	Qualifications

Bachelor’s degree in a relevant subject or equivalent experience (E)
Level 5 CIPD qualified (E)
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