



[image: ]

Post Specification

	Date
	September 2025 

	Post Group Number
	6398

	Post Title
	Assistant HR Advisor

	Job Family 
	Organisational Support 

	Job Family Role Profile
	OS9

	Final Grade
	Grade 9


To be read in conjunction with the job family role profile

	Service Area description

	The HROD Service delivers professional and enabling HROD services that are aligned to the strategic priorities of the Council’s Strategic Plan. The service provides comprehensive support to employees, managers, Trades Unions and strategic partners to support the full employee lifecycle: attraction, recruitment, onboarding, development, retention and exit/leaving.  


	Purpose of this post 

	To provide generalist support, research, data analysis and service development to the HROD service across all core HR practices. Including supporting on projects and administration.


	Key job specific accountabilities

	1. Contribute to the development of HR policies, procedures and guidelines as directed to meet organisational needs. 


2. Provide advice and guidance on interpretation and implementation of the Council’s HR policies and procedures, effectively managing the HR Portal to improve customer experience.


3. Plan and organise stakeholder consultation events and prepare communication materials in support of policy and process development, liaising with HR colleagues to inform the planning process.


4. Undertake research and benchmarking as required in support of the development of proposed HR approaches and policies.


5. Maintain and improve standardised forms and letters to support core policy and processes, ensuring the HR webpages are current and customer focussed, maintaining a consistent professional brand and simplifying processes to ensure ease of access for line managers.

6. Support with HR projects as required and in line with the transformation plan. Providing support to the HR lead as directed. 





	Please note annual targets will be discussed during the appraisal process

	Key facts and figures of the post

	Budget Responsibilities
	· None

	Staff Management Responsibilities
	· None

	Other
	· None 

	Essential Criteria - Qualifications, knowledge, experience and expertise

	
· NVQ 3 or 4, or equivalent experience within People Management/HR.

· Working towards CIPD or demonstrable experience.

· Practical knowledge and understanding of core HR practices to support the employee life-cycle

· Practical knowledge and understanding of policy development, processes and project delivery planning

· Ability to translate data into meaning high quality information



	Disclosure and Barring Service – DBS Checks

	· This post does not require a DBS check.


	Job working circumstances

	Emotional Demands
	

	Physical Demands
	

	Working Conditions
	Agile working, office based 

	Other Factors

	· 
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