
JOB DESCRIPTION - Last Revised May 2007 

 

 JOB TITLE:       Human Resources Advisor 
 
 SECTION:        Human Resources 
 
 REPORTS TO:     Human Resources Manager 

  

MAIN PURPOSE OF JOB  

 
To provide a comprehensive generalist human resources service within the College.  To 
support line managers and staff with a range of employment matters, such as recruitment 
and selection, organisational policies and procedures, employment legislation, attendance 
management, discipline and grievance, staff welfare, and staff development.  The post holder 
will also be expected to proactively contribute to the continuous improvement of the day-to-
day running of the department. 
 

MAIN DUTIES 

 

 Arrange monthly meetings with Line Managers to discuss any employment related issues 
within their areas and maintain appropriately detailed records of such discussions 
 

 Proactively keep the Human Resources Manager appraised of matters highlighted and 
potential issues/concerns (both from these monthly meetings and ad hoc) and ensure any 
agreed actions are progressed timeously and effectively 

 

 Provide support to the Human Resources Manager, as required 
 

 Contribute to policy and process development, ensuring that these are legally compliant 
and are kept up-to-date 

 

 Track and manage performance within agreed directorate areas, in particular:  
attendance; adherence to performance management processes; disciplinary and 
grievance activity; disclosure checking; recruitment processes (see below) 

 

 Effectively manage the recruitment process, liaising closely with, and providing 
comprehensive support to, recruiting managers throughout each stage.  At each stage, 
ensure compliance with internal policies/processes/SLAs, including the appropriate 
approvals process 

 

 Work closely with managers to ensure new starts’ probationary reviews take place, report 
to the Human Resources Manager on these, and ensure relevant notification is provided 
to the new start after confirmation from the Human Resources Manager of satisfactory 
completion or extensions as appropriate 

 

 Liaise with managers to ensure the correct exit process and associated paperwork is 
completed for all leavers 

 

 Ensure employee data is confidentially maintained and up-to-date at all times, in 
conjunction with the Human Resources Assistant 

 

 Deliver manager briefing sessions, as appropriate, e.g., to advise on updated policies or 
revised processes 

 

 Provide relevant coaching and support to the Human Resources Assistant, with a view to 
enhancing this individual’s personal and professional development 

 

 Follow process and policy requirements and ensure compliance with legal obligations at 
all times 
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 Manage your own professional development, with support from the Human 
Resources Manager.  This may include, for example, attendance at external courses or 
seminars or internal training/coaching/job shadowing sessions 

 Provide confidential support and advice to staff as required and carry out ad hoc tasks such 
as mortgage/reference requests, medical requests, etc 

 Keep up-to-date with legislative obligations and ensure the College is complying with these 
during the course of its activities 

 Proactively liaise with other members of the department and other directorates and provide 
updates as appropriate.  For example, tracking performance against HR operational plan, 
Finance (pension and payroll), Occupational Health 

 Participate in any relevant meetings, including, for example, monthly and quarterly 
operational and team meetings, weekly 1-1s with the Human Resources Manager 

 Carry out such other duties as may reasonably be decided from time to time by the Human 
Resources Manager or Director of Human Resources 

As a term of your employment you may be required to undertake such other duties as may 
(reasonably) be required of you in the post and section mentioned above or in another post in 
any of the College’s other directorates. 

SALARY      

 

This Job Description is subject to review as part of the appraisal of the College.   This is a 
description of the job as it is at present constituted.  It is the practice of the College to 
periodically examine employees' job descriptions and to update them to ensure that they relate 
to the job as then being performed, or to incorporate whatever changes are being proposed.  
This procedure is jointly conducted by each manager in consultation with those working directly 
to him or her.  You will therefore be expected to participate fully in such discussions. It is the 
organisation's aim to reach agreement to reasonable changes, but if agreement is not possible 
management reserves the right to make reasonable changes to your job description after 
consultation with you. 

 

I agree that this job description is an accurate reflection of my post. 
 
I agree that in the event of my job description being subject to review, I will be consulted during 
the process. 
 
 
Signed        ...........................................................   Date ................................ 
  (Job Holder) 
 
Signed        ...........................................................   Date ................................ 
  (Line Manager) 
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PERSON SPECIFICATION 

 

 A minimum of three years' generalist HR experience 
 

 Ideally CIPD qualified 
 

 Able to work on your own initiative, demonstrating high standards of professionalism in all 
activities undertaken, whilst displaying an approachable, enthusiastic and confidential 
attitude 

 

 Quality focused with an eye for detail and consistency 
 

 Good understanding of employment law 
 

 Proficient in Microsoft Office including Word, Outlook, Excel and PowerPoint 
 

 Experience of operating HRIS/database systems including analysing data and producing 
reports from the system 

 

 Strong communication skills, both verbal and written  
 

 Uses a best practice approach, leads by example and reflects on ‘lessons learned’ 
 

 Actively promotes face-to-face communications and maintains visibility of the HR function   
 

 Able to supervise the work of the Human Resources Assistant as required 
 

 Able to establish credibility with key players and to understand the bigger commercial 
picture 

 

 Can cope with competing demands and effectively organise and prioritise workload  
 

 Solutions orientated and ‘can-do’ approach 
 

 Able to deliver multiple projects and be a flexible and reliable team player 
 
 

 


