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Job Description

Post Title:

Senior HR Officer
Service:

Human Resources
Grade:

7
Responsible To:

HR Manager
Job Summary:
The Senior HR Officer provides professional advice and guidance to managers and staff on all aspects of Human Resources based on the Council’s policies and in line with changing employment legislation and best practice.  They manage complex employee relations cases and are responsible for HR key performance indicators.  This post plays a key role in ensuring that the Council’s HR service is delivered effectively and deputises for the HR Manager in their absence.  

Main Activities:

1. To manage own caseload of employee relations casework, such as restructures, investigations, disciplinaries, grievances, capability cases, ensuring that the Council is operating within its policies and procedures, current employment legislation and there is consistency of application across the Council.  

2. To lead on the development and improvement of the Council’s sickness absence management.  This will include pro-active case management, awareness raising, policy review, monitoring and reporting, and effective liaison with the Council’s Occupational Health Provider. 

3. Work closely with/coach Recruiting Managers to ensure best practice, safer recruitment and a clear and fair process is followed, to achieve the best recruitment for the Council.

4. Take the lead for the content and production of staff contracts and ensure that information provided to staff concerning variations including for example information on pay, pay protection and benefit entitlement is accurate and timely. 

5. Provide support to the HR Manager, including working with finance and payroll to calculate entitlements and produce accurate correspondence on pay changes and pay protection issues.

6. Produce HR related reports/data analysis for a range of staffing matters for Management Board and Management Team.

7. To support the maintenance of all the performance indicators for the HR service, and report on anomalies and bring to the HR Manager and Head of HR’s attention all actions as required. 

8. Work with colleagues across all partner organisations to achieve the objectives for successful partnership working and future integration into a new unitary authority.

9. Collaborate with the HR Data Analyst on the annual development review process to ensure the right data is in place to facilitate talent management and succession planning.

10. To ensure up-to-date and accurate records of all Council Employees, including electronic personal files, leavers, and ensure HR systems and processes are updated regularly, and changes are communicated to the wider HR team. 

11. Assist the Head of HR and HR Manager in maintaining good internal and external relations and ensuring that the HR Service demonstrates care and respect for its customers and a responsiveness to their needs.
12. To be aware of and exercise personal and corporate responsibilities under the Health and Safety at Work Act and other related matters.
13. To be aware of and understand the Council’s Safeguarding Policy and corporate responsibilities in relation to the safeguarding of children and adults at risk.

NB
This job description is not intended to be an exhaustive list of all the tasks and responsibilities of the post.  In line with Service needs, some tasks may need to change and any changes will be made in consultation with the postholder.
