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Job description 

Assistant HR Adviser - People Relations


	Department 
	Strategy and Transformation

	Service 
	HR

	Grade
	Scale G

	Reports to
	HR Consultant – Advice and Casework (Team Lead)

	Responsible for 
	N/A

	Job reference
	10919



	Job Purpose 

	Assistant HR Advisers provide an effective advice and support service to managers, employees and other stakeholders. They contribute to delivering a high quality, progressive, equitable and inclusive employment experience for all staff.

	Context 

	The HR Service Centre provides HR’s front door to all areas of the service for our customers and delivers streamlined, responsive processes across the employee lifecycle including:

· Recruitment transactions from job requisitions to pre-employment onboarding
· HR transactions that feed into employees’ terms and conditions and pay
· Learning and Development transactions and specialist admin
· Processing reward transactions and job grading for approval by Policy and Reward specialists as appropriate 
· Front Door myOracle helpdesk service level 1 resolution advice and guidance for all HR areas (excluding Health, Safety and Wellbeing), manager urgent advice line and HR casework level 1 - 3
· Formal HR process administration
· Implementation of establishment hierarchy structure change approvals made in the Policy and Reward Centre
· Management of internal temp register

Managed by the Advice and Casework Consultants, the Advice and Casework teams will primarily provide the services highlighted in bold above.

HR Assistant Advisers will deliver discrete activities primarily focusing on proactively supporting and coaching managers in all areas of people management to enable them to develop the confidence and competence to appropriately manage autonomously. They will hold a significant caseload and will be expected to help managers to successfully close cases themselves and prevent escalation within the advice and casework team. 



	Accountabilities 


	Provide advice and guidance on the application of policy and processes, using own judgment and ensuring consistency with practice within the professional area.

	Effectively resolve queries and accurately communicate responses to a wide range of customers. Ensure accurate records of queries and outcomes are maintained.

	Support colleagues on complex pieces of work, assume responsibility for aspects of projects and or service development pieces of work.

	Carry out research to support activity within the professional area, analysing results and making recommendations on potential options

	Establish and maintain positive working relationships with customers, identifying opportunities to add value to the services provided.

	Challenge existing ways of working seeking to delivery process improvement. Use available technology to support efficiencies.

	Use knowledge and experience to exercise judgment on the need to escalate senior or other colleagues should further exploration of the issue be warranted

	Use HR information systems to access, input and compile data. Keep comprehensive records on all client interactions in accordance with established processes.




	Person Specification


	Qualifications:

	Essential
	Desirable

	Level 3 qualification or equivalent experience in a relevant field.
	

	Knowledge/Experience:

	Essential 
	Desirable 

	Experience of practical application of HR policies and procedures.
	


	Working knowledge and understanding of operational issues within the professional area.
	

	Experience of supporting managers to resolve issues.
	

	Experience of working with confidential information within an HR environment.
	

	Experience of working with HR databases and systems.
	

	Skills:

	Essential
	Desirable

	Able to develop relationships with a broad range of stakeholders.
	

	Able to understand and relate to people from different backgrounds in an open, friendly and professional way.
	

	Able to adapt communication and negotiation style to suit varied situations and people.
	

	Able to analyse data, facts, arguments, legal documents etc.
	

	Problem solving skills to propose effective policy options.
	

	Able to prioritise own workload, propose solutions and deliver to deadlines.
	

	Proactive and positive approach to taking issues forward.
	

	Able to develop relationships with a broad range of stakeholders.
	




	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.



	Other Job Information (special factors or constraints and physical requirements or environmental conditions that the job holder will encounter, including how long they last and how often they occur)

	There may, at times be a physical element to the job for example when undertaking investigations and monitoring access to both heights and confined spaces may be necessary, as may working outdoors in extreme weather.



	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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