JOB DESCRIPTION

DATE:  July 2026


    
    POST NO:  DB0007
JOB TITLE:   HR & Development Adviser        SERVICE:  Central Services
GRADE: M9




    REPORTS TO:  Head of HR 
CAR ALLOWANCES: Casual User
RESPONSIBLE FOR:  Providing integrated advice to managers on a wide range of HR and training matters including employee relations, recruitment & selection, job evaluation, terms and conditions, HR policies, HR/payroll systems, training and e-learning. 
GENERAL DESCRIPTION OF ROLE:
1. In conjunction with the Head of HR, provides a comprehensive HR service to the Council's managers and staff concerning the effective recruitment, deployment, retention, motivation, development, and welfare of the organisation's human resources.

2. Acts as the first point of contact for employee relations cases, recruitment, selection and administering contracts of employment, and on matters such as work patterns, maternity & paternity leave, requests for flexible working etc. 
SPECIFIC FUNCTIONS:
 
In conjunction with the Head of HR:
1.
To develop, implement and evaluate policies, systems, and processes in line with the Council’s HR strategies.

2.
To maintain the Council’s staffing establishment, giving guidance and advice concerning the assessment of grades of undertaking job evaluation.
3. To provide focused solutions, coaching and guidance to managers on the practical implementation of HR policies and terms and conditions of employment.
4.         To ensure effective end to end delivery of recruitment and selection; advising managers on the most appropriate recruitment methods and best practice in the selection process and ensuring that contracts of employment are correctly administered.
5.         To advise on employee relations matters and attend disciplinary, grievance,  

capability and appeal hearings, ensuring that Council policy and best practice is observed.

6. To attend and represent HR at various engagement and consultations meetings with staff and trade union colleagues. 

7. To undertake research on specific topics to ensure that the Council’s employment practices and terms and conditions continue to meet the needs of the Council and are consistent with best practice.
8. Prepare and publish regular statistical information including but not limited to quarterly statutory employment information required by the ONS and the annual gender pay gap report. Produce regular information internally to the Council’s Management Team including monthly sickness statistics.

9. Line manage the HR Assistant to ensure that the administration of key HR and training tasks take place in a timely and professional manner. 
10. Develop and write committee reports and business plans related to specific HR projects. 
11. To represent HR at a number of officer steering groups including the Corporate Health & Safety group, Safeguarding OSG and Equalities & Diversity OSG.
12. To support the Learning and Development Manager with the management and upkeep of the Council’s e-learning training platform, ensuring courses are regularly updated and promoted and to produce a variety of management information reports on e-learning.

13. To carry out the role of “System Administrator/Operator” for HR 21 (in collaboration with the  Exchequer Services and Systems Manager) and the recruitment ATS.

As System Administrator/Operator you must ensure that:-

· Access controls are in place which are appropriate to the sensitivity of the information used by the system

· Procedures are in place to ensure that regular back-ups of both software and data are taken, and copies are stored in a secure remote location

· The major risks which may threaten the security of the information are identified and, where possible, mitigated

· Changes to the system are authorised and made in a controlled and effective manner

· Instances of misuse or abuse of the system are reported.

14. To comply with the duties placed upon employees by TMBC’s Health & Safety 
             Policy and related procedures.  To act in accordance with all instructions, 

             Information and training required in relation to those duties.
15. To carry out such other duties as may be required, commensurate with the grade     and level of responsibility of the post. In particular, to participate in the Council’s Emergency Planning Operations and in the administration of Elections both of which may involve duties outside the post holder’s normal job description and contracted hours. 
This job description is not intended to exclude any task which the jobholder might reasonably be required to undertake.

This is a Politically Restricted Post under the terms of the Local Government and Housing Act 1989.

Person Specification

Job Title :  HR & Development Adviser                     Service: Central

	
	Essential
	Desirable

	Qualifications
	CIPD Level 5 (or equivalent) and relevant experience and be already working towards or willing to work towards CIPD Level 7.


	CIPD Level 7 

	Experience
	Post qualification experience of providing professional, expert advice and guidance on a relevant range of HR policies and procedures.

Experience of dealing with difficult and sensitive HR situations in a diplomatic way.

Experience in being involved with staff and trade union engagement processes.
Experience of recruitment up to senior level.


	Experience of working in the public sector.



	Skills, abilities  and knowledge
	Full and up to date knowledge of employment legislation and good practice.

Good ICT skills and ability to use MS Office software.

Effective written and verbal communication skills and the ability to effectively convey complex information to a wide variety of audiences.

Ability to build good working relationships and establish credibility with staff at all levels including senior managers.

Ability to prioritise and work autonomously under pressure.

Ability to research, analyse and reason logically and effectively within tight and sometimes conflicting timescales.

 
	Working knowledge of National Joint Council conditions of service.

Experience of administering HR systems

	Personal qualities
	Able to demonstrate a commitment to the values and ethos of public service.

Able to demonstrate a “can do” approach to problem solving.
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