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Job description 

HR Officer – People Policy Governance 


	Department 
	Strategy and Transformation

	Service 
	HR

	Grade
	F

	Reports to
	HR Consultant 

	Responsible for 
	NA

	Job reference
	11094



	Job Purpose 

	HR Officers provide accurate information advice and guidance to managers and signpost managers to self-service options. They respond to a wide range of queries before referring to colleagues and provide technical support to HR projects including undertaking research on behalf of the team.


	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:

· Management of FOI and SARs returns 
· HR policy development
· Pay and reward strategy development
· Oversight and management of our workforce equality, diversity and inclusion plan
· Maintaining and monitoring the organisational pay and reward structure
· Partnership management and co-ordination of workforce insights delivered by Information and Analytics 
· Oversight and management of the employee benefit and reward contracts including full benefits realisation for the organisation

In the context of the team activities the HR Officer will primarily manage FOI and SAR requests ensuring timely, accurate information is provided in a risk managed and compliant manner. They will also undertake research, auditing and other activities to support delivery of the wider functions of the team.




	Accountabilities 

	Work with customers to ensure a clear understanding of their issues and objectives. Provide advice on a range of activities within the professional area.


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


	Gather information for reports which may include dealing with matters of a complex or confidential nature.


	Provide accurate and timely data input into business systems so that transactions are delivered effectively and organisational and statutory reporting requirements can be met.


	Establish relationships and credibility with customers and colleagues. Assess the needs and/or risks from the situation and prioritise actions to resolve issues.


	Support the development and review of processes to support efficient and effective working.  Monitor outputs from processes to ensure quality standards are achieved.


	Support the delivery of projects and service reorganisations working with key stakeholders.


	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 

	Up to date knowledge and understanding of best practice in the professional area.

	


	Experience of effectively managing own time to meet priorities and deadlines.

	

	An awareness of the wider HR Function’s roles, policies and processes.

	

	Experience of using IT confidently e.g. Microsoft Office and other software packages.

	

	Experience of undertaking research to understand best practice, undertake benchmarking or to support project activity.

	

	Skills:

	Essential
	Desirable

	Able to communicate effectively with customers and team members.

	

	Able to accurately assess situations, seek out new information and provide an effective response.

	

	Clear and concise communication skills demonstrating active listening and effective written and verbal communication.

	

	Able to interpret information and draft reports to clearly present data and insight.

	

	Able to exercise judgement based on sound knowledge when proposing solutions to issues.

	

	Able to prioritise own workload to meet deadlines and service level agreements.

	

	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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