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Job description and Person Specification

HR Consultant – People Policy Governance


	Department 
	Strategy and Transformation

	Service 
	HR

	Grade
	Scale K

	Reports to
	HR Manager – People Policy Governance

	Responsible for 
	n/a

	Job reference
	10500



	Job Purpose 

	HR Consultants provide high-level technical expertise and advice within their professional area. They coach managers to deal successfully with people issues and use highly developed enquiry skills to evaluate information and identify potential solutions to complex issues. Creating medium to long term value within their designated portfolio areas, consultants will lead on clearly defined projects and provide mentoring to influence decisions.


	Context 

	The People Policy Governance team brings together the key elements of our people framework ensuring our policies reflect our organisational values, the workforce strategy and our statutory obligations. They also play a key role in ensuring these frameworks are maintained. They will do this through:

· Developing and implementing HR policies and associated documents/schemes in support of the People Management Strategy and legislative requirements 
· Developing the pay and reward recognition strategy 
· Developing, oversight and management of our workforce equality, diversity and inclusion plan
· Co-delivery of the HR Workforce Strategy
· Maintaining and monitoring the organisational pay and reward structure including decision making on reward and recognition as appropriate, and oversight of pay reviews/awards
· Providing specialist professional advice, guidance and subject matter expertise to support people management projects and issues, cultural change and strategic priorities 
· Oversight and management of the employee benefit and reward contracts, including full benefits realisation for the organisation
· Management of Freedom of Information and Subject Access Request returns
· Oversight and management of the HR policy audit function  
· Identifying continuous improvements in oracle to support policy development, compliance and customer journeys 
· Overseeing our employer pensions’ policies, discretions and related decisions 

The HR Consultants in the team will lead on the development and implementation of HR policy, activity and projects in support of the People Management Strategy and legislative requirements - and undertake auditing and monitoring activity to maintain the employment framework. They will act as subject matter experts for the areas of activity for the team. 




	Accountabilities 

	Provide specialist professional advice and guidance to support people management issues, cultural change and strategic priorities.


	Develop proposals to support development priorities. Identify resources to deliver continuous improvement through the most efficient and cost-effective solutions.


	Analyse and interpret data to identify proposals for change, including the cost implications. Recommend actions which support the strategic priorities and where relevant, manage the implementation and interface with other operational teams.


	Build partnerships and work collaboratively with internal/external networks to improve service delivery effectiveness. Ensure that changes are informed by the views of stakeholders.


	Challenge existing ways of working seeking to deliver process improvement. Share knowledge and promote the development of skills within the team.


	Provide subject matter expertise on improvement initiatives and projects, ensuring people issues are fully considered.


	Keep up to date with technical knowledge and best practice in the professional areas.

	Manage and motivate designated employees (as a line manager and/or project lead).




	Person Specification


	Qualifications:

	Essential
	Desirable

	Level 5 qualification or equivalent experience in a relevant field.

	

	Knowledge/Experience:

	Essential 
	Desirable 

	Experience of delivering change management initiatives and/or HR policy developments.

	Experience of working within a project management framework.


	Working knowledge of the employment law framework and experience of applying this within the workplace.
 
	Practical application of Excel in a work environment at intermediate to expert level.


	Experience of dealing sensitively and appropriately with confidential information within an HR environment.

	Understanding of tax rules relating to pay and employment including salary sacrifice schemes.


	Experience of accurately modelling and costing high level policy or similar changes (with multiple variables) impacting on significant numbers, and/or with a significant cost implication.

	

	Experience of analysing information and statistics.

	

	Skills:

	Essential
	Desirable

	Able to translate organisational needs into appropriate policies and strategies to enhance the employment framework.

	

	Negotiation and influencing skills to build support for ideas and plans to achieve outcomes, effect change and deliver services, adapting approach to suit different situations and stakeholders.
 
	

	Strong communication skills with the ability to simplify complex information, and the ability to develop relationships.
 
	

	Problem solving skills to generate appropriate solutions to difficult issues.

	

	Able to plan, manage and prioritise a complex, busy and varied workload and to deliver to deadlines and priorities.

	

	Proactive and positive approach to taking issues forward.

	



	The Council’s values 
· Accountable – We are honest and accountable.
· Inclusive – We champion inclusivity and equity.
· Ambitious - We want a better future for Norfolk.
· Trusted – We build and maintain trust.



	General Information
· The job description details the main outcomes of the job and will be updated if these outcomes change.

· All work performed/duties undertaken must be carried out in accordance with relevant County Council and Departmental policies and procedures, within legislation, and with regards to the needs of our customers and the diverse community we serve. 

· Job holders will be expected to understand what is meant by safeguarding vulnerable groups (children, young people and adults) and how to raise concerns.

· Job holders will be expected to be flexible in their duties and carry out any other duties commensurate with the grade and falling within the general scope of the job, as requested by management.
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