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Person Specification


POST TITLE:	Senior HR Officer
GRADE:	7
SERVICE: 	Human Resources
	CRITERIA

	ESSENTIAL
	DESIRABLE
	HOW IDENTIFIED

	EXPERIENCE



	
Extensive experience of giving effective HR advice, for example on performance management, ill health, disciplinaries and terminations.

Successful experience advising managers on how to proceed with organisational change and experience in resolving complex staffing issues.

Extensive experience in the whole recruitment process for a broad range of roles at different organisation levels.

Experience of working with complex management information and analysing data for reporting purposes.
  
	
	Application form and interview

	QUALIFICATIONS/TRAINING
	Educated to A level standard or equivalent

Current membership of CIPD

	

	Application form and interview

	KNOWLEDGE


	
Sound knowledge of employment law and case law; and its practical application in the workplace

Excellent knowledge and understanding of HR processes and best practice

	

	Application form and interview

	PRACTICAL & INTELLECTUAL SKILLS

	
Excellent communication skills both written and verbal

Excellent M365 skills including word, excel, Outlook

Highly developed organisational and planning skills with meticulous attention to detail



Excellent interpersonal skills; able to build trust and establish a credible reputation with a variety of internal and external stakeholders.

Able to prioritise and adapt to changing circumstances.
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DISPOSITION/
ATTITUDE

	
Team player with collaborative, positive and proactive approach 

Methodical, organised and systematic in problem solving and sees projects through to the end

Resilient; adaptable; can cope with pressure and meet deadlines 

	
	Application form and interview

	SPECIAL REQUIREMENTS

	
	
	



image1.emf

