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JOB DESCRIPTION: PEOPLE ADVISOR
Service / Team: 

People Team
RESPONSIBLE TO: 
PEOPLE MANAGER
JOB SUMMARY

1. To provide a consistent, effective and confidential service for the managers and staff of the Choice Support Group within agreed timescales.

2. To ensure compliance with Choice support policies and procedures and current employment law providing advice to managers on policies and procedures.

3. To support line managers in all aspects of the timely recruitment and selection of staff to ensure that vacancies do not reach an unacceptable level.

4. To provide timely advice and guidance to line managers on all employee relations matters including disciplinary, grievance, performance, whistleblowing, sickness and all aspects of employment.

5. To assist with the review of People policies and procedures in line with best practice and current employment law.

MAIN RESPONSIBILITIES

1. Recruitment and Selection
a. To produce monthly Establishment lists monthly to ensure effective monitoring of staffing vacancies across the patch
b. To assist with drafting recruitment advertisements and advising on appropriate placement of the advert. 

c. To advise the managers, when advertising, to ensure optimum value for money is obtained.
d. Placing adverts internally and externally on Choice support’s website and on other platforms as required
e. To ensure the smooth running of the recruitment and selection process in accordance with the Choice Support Group’s policy and procedure and current employment law.   

f. To advise and support line managers in all aspects of recruiting and selecting staff, including shortlisting, testing and interviewing.  

g. To liaise with relevant managers/administrators/outside agencies to ensure that the appointment process proceeds smoothly and quickly with all appropriate checks completed. 

At all times providing a rapid service to line managers and applicants and presenting the Choice Support Group in a positive and professional manner. 

2.
Operational People Management

a. To provide consistent advice to line managers and staff regarding all aspects of employment, including terms and conditions of employment, flexible working, managing probationary periods, discipline, grievance, absence management, whistleblowing, performance capability, medical capability on relevant policies and procedures.

b. To ensure all payroll documentation is efficiently processed by managers and the People team in a timely fashion to ensure accurate payment of salaries, avoiding unnecessary under/overpayment situations.

c. To liaise with the Payroll team on a regular basis regarding queries from managers and staff ensuring swift resolution of queries.

d. To liaise with managers, staff and Occupational Health regarding long term sickness or capability, including making referrals via the OH portal, liaising with mangers and OH professionals and providing advice and guidance to managers .

e. To provide support and advice to managers in conducting higher level disciplinary investigations and hearings, taking notes when required.

f. To ensure retention interviews and exit interviews are conducted when required and take any necessary action as a result.

g. To provide support to the People Manager in the development and implementation of new and updated People Policies and Procedures.

h. To provide support to the People Manager in the development and implementation of People  projects when required.

i. To ensure that all advice is provided in accordance with Choice Support Group policies and procedures, good practice and current Employment Law.

j. To ensure that policies and procedures are communicated and applied consistently across the Group.

k. To ensure confidentiality in all aspect of the work of the People team 

l. To refer matters to the People Manager when necessary.

3. Office Management

a. To oversee the maintenance of accurate and up to date staff electronic personal files in Papervision and paper records where applicable. 
b. To oversee the computerised People system, ensuring the accuracy and integrity of the data including liaison/resolution of issues with IT and Learning and Development departments. 

c. To produce regular information and reports using the computerised People system.
d. To manage People administrative processes to ensure timely processing for new starters, leavers, contractual variations etc. 
4. Employee Relations

a. To support managers to deal with the full range of Employee Relations matters, providing advice and guidance around process and ensuring compliance with ACAS code of practice, Choice Support policies and procedures and best practice. This may be Disciplinary, Grievance, Sickness absence, Performance capability, medical capability, and Whistleblowing. 

b. To maintain positive working relations with managers, staff and Trade Unions.

c. To participate in and take notes, when required during formal hearings. 

5. Equal Opportunities

a. To ensure that the Equality and Diversity Policy is adhered to in all aspects of the recruitment, selection and employment of staff.

b.
To monitor and report on compliance with the Equality and Diversity Policy during all stages of employment.

6. Employment Law and best practice
a. To ensure that the work of the People team complies with current Employment Law at all times.

7.
Miscellaneous
a. To perform all duties in accordance with the policies and procedures of the Choice Support Group and current Health and Safety at Work regulations.
b. To undertake any other duties as appropriate to the post.
c. This job description may be subject to review and change in consultation with the post 
holder.
Reviewed August 2023
PERSON SPECIFICATION:
People ADVISOR

	Qualifications and Knowledge

	Essential 
	Desirable

	At least 2 years’ experience working in a similar role in a medium to large sized organisation 
	Experience of working within a charity

	A good working knowledge of current UK employment law.
	

	Experience of advising managers in a range of employee relations matters e.g., performance, 
capability, disciplinary, sickness absence, managing probation, flexible working requests, whistleblowing and grievance cases
	

	Experience of supporting line managers in all aspects of recruitment and selection.


	

	Level 3 Diploma in Human Resource Practice (or equivalent experience)
	Fully CIPD qualified 

	Skills

	Essential 
	Desirable

	Excellent communication skills, both written and verbal. Able to compose own letters and reports. 
	

	Ability to prioritise a demanding and varied workload and remain calm whilst managing simultaneous demands on your time
	

	Creative approach to problem solving 
	

	Excellent IT skills – especially MS Office (Word, Excel, Outlook, Internet and Sharepoint)
	Experience of using OPEN HR and Papervision)

	Good analytical and problem solving skills 
	

	Proactive, self-motivated and solution focused, able to use own initiative to progress matters in a timely fashion 

	

	Good numerical skills 
	

	Positive attitude and strong role model for others 
	

	Miscellaneous

	Willing and able to work from home, with appropriate workspace at home
	Car owner/ access to use of a car

	Prepared to travel regularly to our offices in Maidstone and London and the South east as required and to other Choice Support services in the course of carrying out the role. 
	

	Ability to provide outstanding customer care
	

	Understanding of and commitment to Choice Support’s values 
	

	Valuing diversity 
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