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JOB DESCRIPTION 

 
 
Post Title: 
 

 
Human Resource Manager 

 
Grade: 
 

 
J 

 
Department:  
 

 
Human Resources and Organisational Development 

 
Reports to: 
  
 

 
Director of Organisation Development and 
Performance 

 
Education is an ever-changing service and all staff are expected to continually 
focus on enhancing the student experience, work constructively in teams and 
across the College activities and to adopt a flexible approach to their work. 
 
The job description is not intended to be exhaustive and is indicative of the 
nature and level of the responsibilities associated with the post.  Such duties 
may vary from time to time without changing the general character of the post 
or the level of responsibility entailed.  Such variations are a common 
occurrence and cannot of themselves justify a reconsideration of the terms 
and conditions of employment associated with the post. 
 
Job Purpose  
 
To ensure a professional HR service is delivered that meets the needs  
of Inverness College UHI, building capacity and capability with regards to all  
HR and people management functions. 
 
Key Accountabilities: 
 

• Leadership and Management 
• Resource Management and Business Planning 
• Data Management and Systems  
• Management and Development of HR Team 

 
Leadership and Management 
 
Develop, maintain and implement HR Policies and Procedures to ensure 
effective provision of HR advice, development and operational support to 
College managers. 
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Plan, organise and manage the delivery of HR service in line with agreed 
targets and development of the HR and Organisational Development Plan. 
 
Provide timely and relevant advice to managers and employees on the HR 
implications of organisational changes. 
 
Support line managers in the delivery of their people management 
responsibilities, ensuring that managers’ HRM accountabilities are delivered 
within the appropriate quality standards.  
 
Ensure that discipline, grievance, capability issues etc. are effectively 
managed to their proper resolution. 
 
Promote and implement suitable arrangements for the effective management 
of employee wellbeing and attendance, including the management and 
monitoring of the college occupational health provision/employment support. 
 
Manage the contracts for the provision of external support, including but not 
limited by, HR Information System , Employment Legal Services , Employee 
Assistance in line with APUC framework agreements/ITT arrangements.  
Monitoring the performance and ensuring contractors meet defined standards. 
 
Champion cross-college communication and ensure that day to day 
relationships with Union and Staff representatives are maintained in an 
atmosphere of mutual co-operation. 
 
Resource Management and Business Planning 
 
Advise and support managers in areas of workforce planning, work allocation, 
redeployment, ensuring that solutions implemented meet business needs and 
employment legislation requirements, and that staff are deployed to maximum 
efficiency and effectiveness. 
 
Plan, organise and manage the delivery of an efficient and cost effective 
recruitment and selection service for the College. 
 
Actively promote and market Inverness College UHI as an employer of choice 
ensuring that recruitment targets are met. 
 
Establish robust HR plans to provide for succession continuity and 
development of the colleges workforce to meet current and future needs.   
  
Contribute to the development of and support the implementation of the 
College’s Learning & Development Plan, including advising on succession 
planning and associated learning and development activities. 
 
Manage resources and budgets associated with the Human Resources 
(including staff development) budget area to meet performance requirements. 
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Undertake and contribute to HR projects and tasks to ensure full delivery of 
project plans within budget. 
 
Support and manage the recruitment, selection and appointment of senior 
staff. 
 
Data Management and Systems 
 
Manage and monitor HR quality processes and systems to provide reliable 
data for strategic management information reporting, and wherever possible 
ensure that HR systems are integrated with other UHI and Inverness College 
systems. 
 
Ensure that access to appropriate HR information is available to all College 
staff, whilst maintaining security and confidentiality of data within best practice 
and legislative guidelines. 
 
Ensure that the HR team meets all administration and data collection 
requirements in accordance with College procedures and systems. 
 
Review staff absence, turnover, projections and work with Managers to 
maintain optimum levels of service. 
 
In line with policy development and review continue to develop HR system 
functionality and business processes to support managers and staff. 
 
Management and Development of Team 
 
Lead, motivate and develop the HR team to ensure achievement of HR 
strategic objectives and provision of a quality HR service. 
 
Monitor the performance of HR staff and conduct staff performance and 
development reviews. 
 
Participate in and contribute to staff continuing professional development. 
 
Respond appropriately to any conduct or discipline issues within the scope of 
College Policy and Procedures. 
 
Manage staff absence in line with Policy. 
 
Contribute as a member of the Operational Management Team. 
 
Any other relevant duties 
 
Uphold and ensure compliance with Health and Safety, safe guarding and 
Equality and Diversity arrangements. 
Abide by all College approved procedures and perform any other duties not 
specifically detailed but which may fall within the overall job purpose and 
within the expected competence and ability of the post holder.  
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CORE COMPETENCIES: 
 
Leadership: Uses appropriate interpersonal style and message to 

guide individuals or teams towards specific goals.  
Participates fully as a leader demonstrating 
commitment and motivation to achieve objectives 
and targets. 
 

Managing Change: Through own commitment and explanation of 
changes wins support of people and teams to new 
ideas. 
 

Motivation: Focuses energy to meet objectives, determined to 
achieve positive results. 
 

Performance 
Management: 

Reviews own and team’s performance on an ongoing 
basis, taking appropriate action to develop self and 
others. 
 

Strategic Thinker: Is able to see the wider picture and take advantage 
of opportunities. 
 

Planning & 
Organising: 

Establishes an appropriate course of action for 
oneself and/or others to accomplish specific goals 
and operates within deadlines while managing time 
as efficiently as possible. 
 

Judgement: Makes decisions, analyses data, generates new 
ideas and determines priorities. 
 

Flexibility: Flexible approach to work willing to adapt to 
situations and achieve results. 
 

Communication: Persuasive communicator, able to generate a high 
level of commitment from others. 
 

Teamwork: Works with and helps others to achieve common 
standards and goals. 
 

Access and 
Inclusion: 

Ensures that equality standards are maintained that 
meet the needs of individuals and other key 
stakeholders. 
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PERSON SPECIFICATION 

 
Job Title: Human Resource Manager 
 
Specific Skills, Experience, Knowledge Tested by 
A strong and demonstrable track record of Human 
Resource management at a generalist operational 
level. 

Essential Application form 
Interview 

A detailed knowledge and understanding of 
organisational change and development from a 
human resource perspective. 

Essential Application form 
Interview 

Ability to analyse and resolve problems, identifying 
coherent and considered recommendations and 
solutions. 

Essential Application form 
Interview 

Ability to prioritise competing demands in line with 
organisational need while maintaining focus on 
medium and longer term objectives. 

Essential Application form 
Interview 

Proven track record in managing a team, providing 
direction and focus. 

Essential Application form 
Interview 

Ability to analyse different sources of information and 
make clear recommendations based on sound 
analysis 

Essential Application form 
Analytical 
Aptitude Testing 

Proven experience in staff resource planning and 
succession planning. 

Essential Application form 
Interview 

Has working knowledge of the full range of software 
packages for example word processing, spread 
sheets etc 

Essential Application form 
Interview 

Has working knowledge of Human Resource 
Information Systems. 

Essential Application form 
Interview 

Appropriate written and verbal communications in line 
with intended audience. 

Essential Application form 
Presentation 

Experience of working in a tertiary education 
environment 

Desirable Application form 
Interview 

Experience of working with recognised  trade unions  Desirable Application form 
Interview 

 
Personal Qualities  Tested by 
See core competencies  Essential Application form 

Interview 
Presentation 
Occupational 
Personality 
Questionnaire 
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Qualifications & Training  Tested by 
Masters Desirable Application form 

Interview 
Certificates at 
interview 

Post Graduate Qualification Desirable Application form 
Interview 
Certificates at 
interview 

Degree in a relevant discipline Essential Application form 
Interview  
Certificates at 
interview 
 

Full Chartered membership of CIPD Essential Application form 
Interview 
Certificates at 
Interview 
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SUMMARY OF TERMS & CONDITIONS 

SALARY 
 
The salary grade is J, £37,635 – £42,155 per annum. Successful candidates 
normally start at the bottom of the range and following a qualifying period, 
increments are applied annually until the top of the salary scale is reached. 
 
HOURS OF WORK 
 
Full time appointment hours (35 hours per week) to be worked flexibly 
dependent on the pattern of meetings and other job requirements. These 
arrangements may be subject to change to meet operational requirements. 
Flexibility is also required in working hours to cover some early morning 
and/or evening work. 
 
HOLIDAYS 
 
Entitlement to 45 days annual leave inclusive of public holidays. Fifteen of the 
holiday dates are fixed and are as designated by Inverness College. The 
leave year runs from 1st September – 31st August.    
 
PENSION SCHEME 
 
Local Government Pension Scheme as administered by Highland Council.  
Contribution rates are determined on a tiered basis according to income and 
further details are available on the LGPS website. 

COLLEGE BENEFITS (non contractual) 

On site nursery available for children aged 0 – 5. 
Childcare voucher scheme. 
Cycle-to-Work scheme. 
Free use of gym facilities within operating hours. 
On site canteen with healthy eating options. 
Free parking 
 
COLLEGE INDUCTION 
 
As a requirement of appointment to this post successful candidates must 
attend an Inverness College Induction.  This induction provides an invaluable 
insight into the College.  
 
PRE-EMPLOYMENT CHECKS 
Any offer of employment will be subject to a number of pre-employment 
checks: 
Financial check 
A satisfactory Enhanced Disclosure Scotland PVG check being received; 
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Evidence of a right to work in the UK. 

Satisfactory references; 
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Job Description 
 
Post Title HR Advisor 

Grade F 

Department Human Resources and Organisational Development 

Reports To HR Manager 

 

Job Purpose  

To provide a high quality, customer-focused HR service, advice and guidance that is 

in line with Inverness College policy, best practice and employment legislation that 

meets the needs of the business.  To provide efficient and effective support to the 

HR and Organisational Development function, working proactively to enhance and 

improve the services of the team, including the development of HR policies, 

deployment of people management process to line managers.  

Key Responsibilities, Accountabilities and Objectives 
 
Recruitment 
Casework 
HR database 
Team Working 
 
Recruitment 
1. Management of the recruitment activity to be undertaken within assigned 

School/Support Service to ensure vacancies are filled effectively and efficiently, 

in line with Inverness College policy, practice and employment legislation.  This 

includes liaising with vacancy managers, advertising agencies and working with 

the HR Manager on recruitment casework and supporting HR Assistants. 

2. Implementation of agreed changes to recruitment practices in line with new 

legislation as and when required alongside assisting managers to find 

innovative recruitment methods for hard to fill posts whilst working within 

agreed policies. 
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3. Working alongside other HR Advisors to ensure a holistic view of recruitment 

within Inverness College is taken and the most efficient recruitment methods 

are used generating cost savings wherever possible. 

4. Co-ordinate proactive resourcing solutions and contribute to succession 

planning to meet the future needs of Inverness College. 

 Casework 

1. Ensure the efficient administration of all staff changes, working alongside and 

supporting the HR Assistants. 

2. Act as the initial point of contact for queries on all matters relating to 

performance, conduct, absence management, terms and conditions of service 

(including special leave and secondments) etc ensuring the provision of 

accurate and consistent advice and guidance to line managers and staff, 

ensuring more complex cases are referred to the HR Manager. 

3. To act as HR representative at Grievance and Disciplinary hearings and 

appeals. 

4. Management of a caseload and work with managers to resolve individual cases, 

whilst encouraging them to take more ownership of people management 

decisions, using appropriate judgement on cases which should be referred to 

HR Manager. 

5. Liaise with line managers to prepare referrals to Occupational Health Services 

(OHS) and support managers in taking appropriate action upon receipt of advice 

from OHS. 

6. Monitor usage of OHS providers with terms of contract and liaising with HR 

Manager. 

7. Assist in the maintenance of effective employee relations within Inverness 

College. 

8. Assist with Inverness College’s performance management system, providing 

prompt, accurate and easily followed advice and guidance on all aspects, 

monitoring standards and reporting on consistency.  

9. Contribute to the development and implementation of policy and guidance on a 

range of topics in line with employment legislation and good practise to ensure 
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Inverness College’s policies and practices are accurate, readily available and 

easily understood.  

10. Contribute to the development, delivery and implementation of internal training 

courses relating to HR policies, processes and procedures. 

 

HR Database: 

1. Ensure records are accurately maintained to ensure the provision of accurate 

and timely provision of a wide range of management information on recruitment 

and staff planning to reliably inform decision making at all levels within 

Inverness College. 

2. Produce regular and ad hoc management information reports as required. 

3. Contribute to the ongoing development of the HR Database. 

 

Team Responsibilities:  

You will be required to: 

1. Develop strong working relationships with managers, and a good understanding 

of the business pressures and objectives in the assigned Schools/Support 

Services and across Inverness College as a whole. 

2. Work in partnership with managers at all levels to support them in fulfilling their 

people management responsibilities through the provision of coaching and 

advice/guidance, which is legislatively compliant, accessible, timely and user-

friendly so that appropriate outcomes are achieved. 

3. Contribute to the management of HR Services budgets, such as the 

recruitment, with particular reference to ensuring value for money is achieved in 

all expenditure. 

4. Provide appropriate support to HR colleagues including coaching of other team 

members and to ensure balanced workloads and that the work of the whole 

section is covered at all times. 

5. Act as a positive role model at all times, providing support and motivation to all 

team members. 

6. Take an active role in self-development. 
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7. Actively participate in all team and section meetings, training sessions, events 

etc. 

8. Contribute to HR Services Business Plan and Unit Management activity as 

required. 

9. Working with managers to identify opportunities for HR to add value. 

 

Any other relevant duties 

Abide by all College approved procedures and perform any other duties not 
specifically detailed, but which may fall within the overall job purpose and within the 
expected competence and ability of the post holder. 

The job description may be amended to take account of changed circumstances and staff will 
be consulted when this is necessary. 
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Job Description 
 
Post Title Human Resources Assistant 

Grade C 

Department Human Resources  

Reports To Human Resources Manager 

 

Education is an ever-changing service and all staff are expected to continually focus 
on enhancing the student experience, work constructively in teams and across the 
College activities and to adopt a flexible approach to their work. 

The job description is not intended to be exhaustive and is indicative of the nature 
and level of the responsibilities associated with the post.  Such duties may vary from 
time to time without changing the general character of the post or the level of 
responsibility entailed.  Such variations are a common occurrence and cannot of 
themselves justify a reconsideration of the terms and conditions of employment 
associated with the post 

 

Job Purpose  
 
To ensure an efficient and effective HR administration service. 

Key Responsibilities, Accountabilities and Objectives 
 
Recruitment 
HR Database 
Casework 
Learning and Development 
Team Working 
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RECRUITMENT:  

Provision of administrative support for recruitment activity to ensure Inverness 
College vacancies are filled in accordance with Inverness College policy and 
procedures and relevant employment legislation.  This will include: 

• Liaising with HR Advisors and Managers and preparing information for 
resourcing committee. 

• Administering the College’s staff recruitment and other employee 
resourcing procedures, including issuing offer letters and Contracts of 
Employment through business processes on the HR Information System. 

• Preparing and issuing employment references. 
• Gathering the necessary information to complete pre-employment checks 

for new employees including information relating to ukba status as 
required, PVG application administration and financial due diligence 
where indicated. 

• Annual updating of PVG retrospective checking for current staff. 
• Ensure seamless process from recruitment to induction including 

appointment of mentors etc. 
• Administer annual bank staff refresher process. 

 

HR SYSTEMS:  

Working with HR advisors, ensuring accurate records are maintained to enable 
the production of accurate management information to inform corporate 
management activity. 

• Assisting in the provision of regular reports and ad hoc management 
information as required to assist the maintenance of the personal data 
record systems and procedures. 

• Input of new start and leaver data and administering staff changes on the 
HR Information database, including liaison with HR advisors and Payroll 
in line with Payroll deadlines ensuring all data held is accurate and up to 
date. 

• Ensure recording of Performance Development Plans/ Reviews. 
• Maintain purchase orders, invoices and all financial and budget 

information for the department including resources, recruitment and 
training requirements. 

• Maintain accurate paper records. 
 

CASEWORK:  

Provision of accurate information to line managers and staff on general terms of 
employment (e.g. sick absence, annual leave,) policies and procedures, 
referring any complex queries to HR Advisors and HR Manager. This will 
include: 
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• Provide assistance in implementing all activity relating to staff annual 
leaving Inverness College. 

• Monitoring staff on fixed term appointments to ensure necessary and 
timely action is taken. 

• Assisting with the coordination of applications for flexible working. 
•  

LEARNING AND DEVELOPMENT 

You will be required to: 

• Book new staff on induction, mandatory training and to process training 
request forms in line with PDP/PR reviews including TQFE. 

• Arrange resources and support for training and development. 
• Monitor and review successful completion of online assessments as part 

of induction process and ongoing development. 
• Administer UHI Staff Develop funding applications 
• Administration of Learning and Teaching induction. 
• Update and record internal training opportunities on HR Information 

Database. 
• Ensure accurate recording of staff continuous professional development 

and qualifications 
 
TEAM RESPONSIBILITIES:  

You will be required to: 

• Develop strong working relationships with staff, and a good understanding 
of the business pressures and objectives. 

• Contribute to the development and/or updating of HR guidance so that 
Inverness College’s policies and practices are accurate, readily available 
and easily understood; 

• Contribute to those sections of the HR and Organisational Development 
operational plan that are relevant to the post. 

• Take an active role in self-development. 
• Actively participate in all team and section meetings, training sessions, events 

etc. 
• To abide by the College's policies and procedures relating to Quality 

Assurance, Health and Safety and Equal Opportunities. 
 

Any other relevant duties 

Abide by all College approved procedures and perform any other duties not 
specifically detailed, but which may fall within the overall job purpose and within the 
expected competence and ability of the post holder. 

The job description may be amended to take account of changed 
circumstances and staff will be consulted when this is necessary. 
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PERSON SPECIFICATION 

 

Job Title: Human Resources Assistant 

Specific Skills, Experience, Knowledge Tested by 

Previous administrative experience Essential Application form 

Interview 

Previous administrative experience in an HR 
department 

Desirable Application form 

Interview 

Current knowledge of the structures, and roles within 
a college environment 

Desirable Application from 

Interview 

An interest in HR work and motivated to learn and 
develop HR knowledge and experience 

Desirable Application form 

Interview 

Excellent organisational skills including the ability to 
plan effectively and to work to deadlines. 

Essential Application form 

Interview 

Good communication skills, written and verbal, 
including a good telephone manner and the ability to 
use the appropriate style and tone for the relevant 
audience 

Essential Application form 

Interview 

Assessment 

Good interpersonal skills with the ability  to build good 
working relationships 

Essential Application form 

Interview 

Good keyboard skills and a good level of competence 
in data-bases. Microsoft Word, Excel, E-mail and the 
Internet. 

Essential Application form 

Interview 

Assessment 

Working knowledge of ‘off the shelf’ HR information 
systems 

Desirable Application form 

Interview 

Ability to work on own initiative coupled with a 
commitment to team working and the ability to be 
open, honest, respectful and constructive when 
working as part of a team.  

Essential Application form 

Interview 

Understanding of the importance of confidentiality and 
the ability to deal with confidential information in an 

Essential Application form 

Interview/ 
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appropriate manner. Presentation 

 

Personal Qualities  Tested by 

A strong customer focus with a can do attitude, 
committed to delivering an excellent HR service. 

Essential Application form 

Interview 

 

Ability to be pro-active and work well with a minimum 
of supervision. 

Essential Application form 

Interview 

 

Able to be flexible with a willingness to get involved in 
a range of HR administrative support 

Essential Application form 

Interview 

 

An understanding of equality and respect for diversity Essential Application form 

Interview 

Ability to manage competing demands and effectively 
organise and prioritise work load 

Essential Application form 

Interview 

 

 

Qualifications & Training  Tested by 

Administrative experience in an HR department Desirable Application form 

Interview 

 

HR related Qualification CPP/CIPD Qualified Desirable Application form 

Interview 

Certificates at 
interview 

ECDL and/or demonstrates job based experience and 
evidence 

Essential Application form 

Interview 

Certificates at 
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interview 

 

Capacity for Career Development 

Willingness and ability to undertake and/or 

continue professional development in a relevant 

discipline 

Essential Application form 

Interview 
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SUMMARY OF TERMS & CONDITIONS 

 

SALARY 
The salary grade is C and the salary range is £15,839 - £17,237 per annum. 
Successful candidates normally start at the bottom of the range with annual 
increments in August  

HOURS OF WORK 

35 hours per week.  (Hours to be agreed with Line Manager). 

HOLIDAYS 

Entitlement is for 25 days annual leave plus 13 days public holidays. Fifteen of the 
holiday dates i.e. 13 public holiday days and 2 annual leave days, are fixed and 
designated by Inverness College covering periods of College closure over 
Christmas, Easter and the May Day holiday. 

PENSION SCHEME 

The final salary pension scheme is administered by Highland Council Pension 
Scheme. Contributions are calculated on a tiered basis according to your full time 
equivalent salary.  Further details of this are available from the HR or Payroll 
department. 

COLLEGE BENEFITS (non-contractual) 
Childcare voucher scheme 

Cycle-to-Work scheme 

Free use of gym facilities 

On site canteen with healthy eating options 

Free parking 

COLLEGE INDUCTION 

As a requirement of appointment to this post successful candidates must attend an 
Inverness College Induction.  This induction provides an invaluable insight into the 
College, quality systems and covers mandatory training in Child Protection, Equality 
and Diversity and Health and Safety.  

PRE-EMPLOYMENT CHECKS 
Any offer of employment will be subject to a number of pre-employment checks: 

• A satisfactory PVG Scheme check being received; 
• Satisfactory references 



 

 
JOB DESCRIPTION 

 
Job Details 

 
 
Post Title: 
 

 
Health and Safety Officer 

 
Grade: 
 

 
H   

 
Department:  
 

 
Human Resources and Organisational Development 

 
Reports to:   
 

 
Director of Human Resources and Organisational Development 

    
Job Purpose  
 
To monitor and coordinate the management of an effective and compliant health and safety 
function within the college including the development of appropriate policies and procedures, 
staff training and compliance checking as required. 

 
Key Responsibilities, Accountabilities and Objectives 
 

Inspections and Audits  
 
• Programme and undertake inspections and audits and report on outcomes making 

recommendations to department managers and exception reporting where necessary. 
• Contribute towards the conduct and review of internal and external audits and report to 

senior management and health and safety committee.  Coordinate and direct 
implementation of audit recommendations. 

 
Training and Development  
 
• Identify general and specific training needs and in conjunction with HR deliver effective 

training solutions. 
• Deliver input to college induction courses, in-service days and as required to meet the 

business need. 
• Provide direction and ensure continuous professional development of Health and Safety 

Single Points of Contact, fire wardens and first aiders. 
• Undertake relevant training and skill development as required, including that of a 

residential nature. 
 
Policy and Reporting 
 
• Implement, embed and monitor compliance in relation to all health and safety policies, 

procedures and activities. 
• Prepare papers and reports to Health and Safety Committee and relevant Management 



 

Board Committees. 
• Ensure timely and accurate accident reporting and maintain appropriate records and 

ensure reporting to HSE as required. 
• Provide information for statistical returns and other reports as required. 
• Reporting deadlines determined by committee meeting structure and quarterly and 

annual reporting schedule 
 

Systems Processes and Procedures 
 
• Ensure timely and accurate recording of accidents/incidents on HR database, and make 

appropriate recommendations in line with the outcome of data analysis. 
• Ensure resilience in college first aid provision and availability. 
• Ensure emergency evacuation procedures are tested and reviewed on a regular basis. 
• Identity and implement improvements in procedures and processes to improve efficiency 

 
General 
 
• In association with HR Advisors, arrange workplace assessments as appropriate and 

develop staff wellbeing strategies 
• Act as a point of contact for HSE 
• Assess and advise on the acceptability of contractors and consultants health and safety 

provisions at pre-qualification and pre-start stages of contractor management. 
• Liaise and meet regularly with the estates team to monitor action on health and safety 

issues. 
 

Workload Requirements  
 
• Respond to calls made in terms of relevant incidents and accidents within the college for 

which a college mobile phone is issued. 
• Plan in advance in relation to audits and inspections and also deal with issues as they 

arise.  Workload and planning is determined by outcome of audits and inspections 
including external inspections such as HMIE. 

• Be self directed and responsible for prioritising own work, 
• Visit college campuses with the ability to transport self/others/materials by vehicle as 

a driver or through an alternative arrangement if no driving licence held by reason of 
disability 

 
Health and Safety 
 

• It is the responsibility of all staff to take reasonable care for their own health and safety 
and that of others whilst at work.   

• You must not interfere with or misuse anything provided in the interests of health and 
safety and must co-operate with Inverness College in complying with its statutory 
obligations. 

 
Any other relevant duties: 
 

• Abide by all College approved procedures and perform any other duties not specifically 
detailed, but which may fall within the overall job purpose and within the expected 
competence and ability of the postholder. 

• The responsibilities and duties on this job description are intended to give a broad 
indication of the variety of tasks the postholder is required to perform, other duties 
resulting from organisational change, restructuring or temporary reassignment of work, 



 

within broad parameters of the post.  
• It should be noted that a job description is not an exhaustive list of activities and staff 

may be asked to carry out other duties commensurate with the level of the post. 
 
The job description may also be amended to take account of changed circumstances and staff 
will be consulted when this is necessary. 



 

Competencies Required 
 
Essential Criteria 
 
1. NEBOSH Diploma or equivalent supported by a Tech IOSH or equivalent. 
 
2. Relevant up to date knowledge and experience of Health and Safety practice and 

experience in a high profile health and safety role, preferably in an academic or similar 
environment. 

    
3. Ability to communicate clearly and concisely both verbally and in writing, liaising with both 

internal and external customers including liaison with HSE. 
 
4. Excellent organisational skills including the ability to manage a diverse and busy 

workload, plan effectively and work to deadlines on own initiative. 
 
5. Results focused and are able to drive improvements enabling organisational change 

agenda. 
 
6. Good knowledge of undertaking workstation assessments, undertaking risk assessments 

and inspections and audits. 
 
7. Ability to offer guidance and support to all staff and management on Health and Safety 

issues and to ensure appropriate action is taken in a timely manner. 
 
8. Have experience of report writing and the analysis and interpretation of statistical data. 
 
9. The ability to plan, develop and deliver Health and Safety Related training. 
 
10. Sound PC skills and use of MS Office packages. 
 
 
Desirable Criteria 
 
1. Experience of writing and presenting board of management reports and papers. 
 
2. Teaching qualification or equivalent experience and willingness to undertake relevant 

CPD. 
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JOB EVALUATION PAY MODEL
All Staff Pay Spine Effective 1 August 2012 (implemented June and July 2013)

2013/14

1 11,506
GRADE A 2 12,001

Job Score 1-300 3 12,453
4 12,900
5 13,424
6 13,852
7 14,350 GRADE B
8 15,084 Job Score 301-400
9 15,460

10 15,839
GRADE C 11 16,133

Job Score 401-470 12 16,430
13 16,819
14 17,237
15 17,573
16 18,055 GRADE D
17 18,538 Job Score 471-520
18 19,049
19 19,599
20 20,117

GRADE E 21 20,714
Job Score 521-590 22 21,396

23 22,075
24 22,795
25 23,553 GRADE F
26 24,331 Job Score 591-660
27 25,301
28 26,139

GRADE G 29 26,969
Job Score 661-710 30 27,787

31 28,609
32 29,454
33 29,657
34 30,787 GRADE H
35 32,147 Job Score 711-795
36 33,817 34,225 Qualification bar at point 36

GRADE I 37 35,095
Job Score 796-850 38 36,474

39 38,011 GRADE J
40 39,578 Job Score 851-1000
41 41,271

GRADE K 42 42,577 From 01-Aug 2011
Job Score 1001-1100 43 44,535

44 46,645

Authorised By:

LINDSAY FERRIES

Date:  
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	Entitlement to 45 days annual leave inclusive of public holidays. Fifteen of the holiday dates are fixed and are as designated by Inverness College. The leave year runs from 1st September – 31st August.
	PENSION SCHEME

	3. JD HR Advisor March 11
	Key Responsibilities, Accountabilities and Objectives
	Casework

	4. Combined JD HR Assistant May 2013
	Key Responsibilities, Accountabilities and Objectives
	SALARY
	UHOLIDAYS
	UPENSION SCHEME

	5. Health and Safety Officer Amended
	6. Copy of Pay Spine wef 01-08-12
	wef 01-08-12

	7. LGPS forms
	8. SPPA forms

