BRIGHTON & HOVE CITY COUNCIL



JIN 2758
JOB DESCRIPTION

Job Title:
Advisor – Policy & Projects
Reports to:
Lead Consultant –Policy & Projects
Department:
Finance & Resources
Section:
Human Resources

Purpose of the Job

To support the team by assisting with research, data analysis, drafting, monitoring and reviewing of HR policies and procedures and maintaining up-to-date guidance on the Wave, the Council’s intranet site.

To provide basic advice to HR colleagues, staff and managers on employment policies and terms and conditions of service.

To provide efficient, effective and timely administrative and business support to the HR & OD service as required. 

Principal Accountabilities

1. To contribute to the successful and timely completion of the annual programme of policy development and review work and other HR initiatives as defined in the Team Plan. This will include:
· researching and drafting good practice guidelines, checklists etc. to enable the delivery of an effective and consistent HR support service
· undertaking research on a range of HR topics, drafting procedures or producing briefing papers summarising key findings
· maintaining the information on the HR intranet site to ensure guidance for managers is clear, accessible and up-to-date.
2. To provide advice to HR colleagues, staff and managers on the interpretation and application of employment policies and terms and conditions of service.
3. To provide efficient, effective and timely administrative and business support.This will include:

· devising and maintaining efficient and effective information/administrative systems to support the team’s work

· co-ordinating and monitoring responses to Freedom of Information and Subject Access requests for HROD to ensure these are completed within statutory timescales
· administering meetings including preparing agenda, taking minutes etc.
· undertaking financial administration for HROD.
4. To ensure the efficient and effective dissemination of information within the HR team and to our customers, including drafting articles on topical issues.
5. To assist with the analysis of management information and to produce summary reports as required.
6. To assist with budget monitoring of the HR budget to ensure accurate forecasting. 
7. To maintain information systems and statistical data pertinent to the work of the team
8. To develop and maintain effective, professional working relationships with trade union representatives, managers and HR colleagues.
9. To keep up to date with employment law and good practice.  
10. To undertake any other duties, as may reasonably be required, having regard to the grade and character of the job.

11. You must be prepared to implement the Council’s Equality & Inclusion Policy at a level appropriate to the job and must at all times carry out your duties with due regard to the Council’s equalities policies.

12. You must be prepared to be responsible for the implementation of, and compliance with, the provisions of legislation relating to the health and safety of such employees and areas of the workplace as fall under your direct control and for complying with legislation relating to such works and contracts as are within your direct responsibility.

Your duties will be set out in this job description but please note that the Council reserves the right to update your job description, from time to time, to reflect changes in, or to, your job.  You will be consulted about any proposed changes.  Significant permanent changes in duties and responsibilities will require agreed revisions to be made to this job description.
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PERSON SPECIFICATION

JOB TITLE:

Advisor – Policy & Projects
DIRECTORATE:
Finance & Resources

SECTION:

Human Resources

· ESSENTIAL CRITERIA

· Job Related Education, Qualifications & Knowledge

· General knowledge of UK employment legislation

· An awareness of the key issues affecting local government
· An understanding/awareness of working in a political/unionised environment
· Part qualified with a HR related qualification or demonstrable experience/professional development that reflects ability to undertake essential requirements of the role   
· Experience

· Experience of working in a moderate to large complex organisation

· Experience of carrying out research and reviewing/analysing information/data

· Experience of supporting and co-ordinating small to medium-sized projects or events involving working collaboratively with others

· Skills/Abilities

· Excellent written and oral communication skills

· Good administration skills and ICT skills including the ability to work with complex data sets and complex financial information 
· Effective problem solving skills 
· Excellent time management skills with the ability to prioritise work to balance competing demands to meet set targets

· Ability to be tactful and diplomatic

· Ability to work collaboratively with others, as part of a team and adjust to changing priorities and work on own initiative

· Ability to analyse and interpret information and produce briefing papers/simple reports 
· Good attention to detail
· Ability to demonstrate a strong customer and solution focused approach
Equalities

· To be able to demonstrate a commitment to the principles of equalities and to be able to carry out duties in accordance with the Council’s Equality & Inclusion Policy.

