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HR Advisor Job Description

JOB TITLE:				HR Advisor

REPORTS TO:	Executive Lead for People and Culture 

SUPERVISES:			n/a

GRADE:				Band 6

JOB PURPOSE

Provide support to the HR and Recruitment functions of Solent Academies Trust as directed by the Executive Lead for People and Culture and Senior HR Advisor.

Provide HR Advisor support to the Executive Lead for People and Culture and Senior HR Advisor, ensuring accuracy and confidentiality at all times.

Provide HR Advisor support to the Executive Team and Principals for the Trust as directed.  

Work under own initiative to ensure workload is prioritised and efficiently completed.

Support the vision and values of the Trust, embedding them into your working practices.

KEY ACCOUNTABILITIES

Actively promote and uphold the Trust’s Relational Culture Charter, demonstrating:

· Valuing Difference
· Effective Communication
· High Challenge & High Support
· Respect for All
· Solution Focused

Maintain awareness of, and commitment to, the Trust’s Equality and Diversity policies and procedures. 
 
To adhere to the Trust’s Safeguarding and Child Protection policies, ensuring any safeguarding concerns are reported promptly and appropriately in line with Trust procedures.

To work effectively within the Trust to ensure the Trust’s vision is upheld in all aspects of the role.

[bookmark: _Hlk67400517]To actively promote the Trust’s Equal Opportunities Policy and observe the standard of conduct which prevents discrimination taking place.

To maintain awareness of and commitment to the Trust’s Equal Opportunity Policies in relation to both employment and service delivery.

To fully comply with the Health and Safety at Work Act 1974 etc. the school’s Health and Safety Policy and all locally agreed safe methods of work.

To work with colleagues to achieve Trust objectives and targets.

To participate in Employee Development schemes and Performance Management and contribute to the identification of your own development needs.

PRINCIPAL RESPONSIBILITIES/DUTIES

Ensure accuracy and confidentiality in all levels of work.

Complete the HR Induction and new starter processes for all new staff to the Trust to support the Senior HR Advisor.

Support the Administration Leads in the academies with all aspects of staff absence management and ensure accurate recording of absence data onto the Payroll system.

Support the Senior HR Advisor to provide letters and information to all staff in relation to adjustments in their pay.

Support Principals and Senior Leadership Teams with first level information about staff absence management, running absence reports and meeting with staff regarding low-level absence concerns.

Under the direction of the Executive Lead for People and Culture and Senior HR Advisor, prepare absence management letters.

Be the first point of contact for staff in relation to maternity / paternity leave and ensure accurate information is provided to payroll.

Apply and renew all DBS’ for returning staff from maternity leave. 

Ensure personal contact details are amended and updated for all Trust staff on the MIS system and the Single Central Record.

Provide accurate and timely information to the Finance Team in relation to new starters, contractual changes and staff leavers and other payroll matters related to staff.

Prepare letters and contracts for new staff and contractual staff changes and support with annual pay letters for all staff.

Maintain and administer the staff exit processes for all staff across the Trust. Undertake exit interviews for staff as and when required.  Maintain the exit interview log and provide relevant analysis of staff leavers in collaboration with Senior HR Advisor.

Maintain records of staff on probation and employees with absence targets. Provide statistical data to the Executive Lead for People and Culture as required.

Ensure the efficient and effective completion of HR administration for the Central Trust Team and including absence, annual leave and probation and other matters.  Undertake other HR administration to support the Trust as required ensuring accuracy and confidentiality at all times.

Maintain accurate and up to date records: work with the school leadership teams and the Trust HR Team to effectively maintain, manage and monitor staff records and personnel files. 

Work with the Recruitment and Admin Officer to support recruitment of all new staff to the Trust as and when. This includes the administration of safer recruitment checks for all new staff, ensuring a timely completion to enable a prompt employment start date for all staff.

Maintain accurate and up to date staff records and personnel files for all Trust Staff.

Maintain and update all staff records, including internal MIS system (SAMpeople) and other related IT systems.  

Support the Senior HR Advisor in the completion of the School Workforce Census for the Trust.

Respond to reference requests sent to Solent Academies Trust for ex-employees and staff leavers.

Send completion of probation letters to staff. 

Provide analytical / statistical data for staff as requested by the Trust HR Team to support the statistical requirements of the Trust, Chief Executive Officer and Chief Finance and Operations Officer.  

Support with managing the HR inbox and responding to staff queries.

Support with managing Volunteers for the Trust, ensuring that all relevant safer recruitment checks have been completed. 

Support with updating and maintaining all Central team staff’s car business insurances, ensuring all checks are completed and up to date.


ADDITIONAL RESPONSIBILITIES & REQUIREMENTS

[bookmark: _Hlk67399877]Support the aims, values, vision, mission and ethos of the school/trust and participate in a team approach to all aspects of school life.  Attend meetings and training sessions as required.  Be involved in extra-curricular activities, e.g. open days, school events.

Solent Academies Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.  Any successful applicant will be required to undertake an Enhanced Disclosure check by the Disclosure and Barring Service (DBS). +6

Solent Academies Trust is committed to the safety and well-being of all staff and pupils and as such the post holder will need to be aware of health and safety issues and act in accordance with Health and Safety policies.

Solent Academies Trust is committed to the implementation and promotion in 
employment and service delivery of equal opportunities policies and statutory responsibilities. 

This list is not exhaustive and other duties may be required as part of the role, at the discretion of the Chief Finance and Operations Officer and commensurate with the grade and level of responsibility.


Signed:				

Name:					

Date:
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Person Specification for HR Advisor Band 6
	
	Essential
	Desirable
	Evidence From

	
Knowledge and Skills and Experience


	Certificate in Personnel Practice or other relevant CIPD qualification, level 3
	

	X
	Application/ CPD record & interview

	Experience of working in a HR environment
	
X
	
	Application
/interview

	Experience of providing HR advice and support to line managers over the telephone, via email and in person
	
X
	
	Application
/interview

	Experience of supporting line managers in staff meetings in relation to absence, performance and disciplinary
	

	X
	Application
/interview

	Understanding of robust and stringent safer recruitment processes
	
	X
	Application and Interview

	Ability to apply numeric and thorough analytical
skills in order to produce accurate, timely and meaningful information 

	
X
	
	Application and CPD record

	High level of computer literacy and demonstrable ability to make use of the technology available including Microsoft Word and Excel

	
X
	
	Application and CPD record

	Experience of maintaining accurate HR records effectively and efficiently and in a confidential manner
	
X
	
	Application
/interview

	
Interpersonal and Communication Skills


	Effective communication and presentation skills – both oral and written, plus high level influencing skills
	
X
	
	Application /interview

	Able to deliver excellent customer service, both externally and internally 
	
X
	
	Application /interview

	Excellent interpersonal skills – including internal and external contacts
	
X
	
	Application /interview

	Be able to work effectively as part of a team
 

	
X
	
	Application /interview

	
Initiative and Independence


	Excellent organisational, time management and prioritisation skills

	
X
	
	Application /interview

	Ability to meet deadlines and work well under pressure without compromising accuracy

	
X
	
	Application /interview

	Ability to work effectively in a confidential environment and maintain confidentiality in all circumstances
	
X
	
	Application 
/interview

	Ability to identify own training needs and how these may be met as part of a process of continuing learning and development
	
X
	
	Application /interview

	Ability to demonstrate independent working and deal with conflict should it arise
	
X
	

	Application
/interview

	Ability to work effectively in a safeguarding environment
	
X
	

	Application
/interview
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