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	HR & Recruitment Advisor
Job Description


Job Description
Hours:


25 - 37.5 hours per week
Reports to:

Director of Workforce
Based at:
Head Office, Badger House, Glover Street, Birmingham, B9 4EY

Summary
As a member of the Badger Group HR function you will manage the day-to-day HR and recruitment operational work at Badger Group using your knowledge and experience across core HR disciplines.  You will work alongside other members of the HR team and managers to ensure that best practices and procedures are adhered to throughout the company.

As a HR & Recruitment Advisor you will support Badger by developing and strengthening our people processes throughout the lifecycle of the employee journey in an environment where you will be helping to develop and embed HR and recruitment practices.
Key Accountabilities
· Provide first line advice and guidance on HR policies and procedures.  

· Enable managers to reduce sickness absence through pro-active management of long and short-term sickness cases with a person-centred approach as the principal focus. 

· Provide efficient and effective employee relations casework management processes including disciplinary, grievance, bullying and harassment, performance and attendance management. Supporting managers, taking part in meetings, formal hearings and producing notes, formal minutes and reports. Ensuring this is compliant with law, policy and good practice. 
· Provide recruitment advice and support to managers with general recruitment enquiries.
· Support Senior Management to identify and manage recruitment needs.
· Prepare job descriptions, person specifications and adverts to be recruitment ready.
· Advertise vacancies using various attraction methods to source appropriate candidates.
· Support senior managers with shortlisting, interviewing, candidate selection and ensure that onboarding procedures are carried out within a timely manner to ensure a positive candidate experience.
· Advice and guide line managers to support the process and completion of family friendly policies within policy timeframes.

· Engage with line managers to support employee’s personal development needs are met through appraisal completions, inductions, and coaching, mentoring, learning and development interventions.
· Provide a timely response to all enquiries whether received by letter, email or telephone and deal with all enquiries sensitively, effectively and where necessary escalate to the appropriate person to rectify any issues/queries accordingly. 
· To ensure that any documentation required for reports are completed within the defined timescales.

· Work with the HR Team to support people management training to up skill managers, and spotting areas for development based on queries received by the HR service.

· To maintain accurate records of all employment related cases and updating department records. 
· To maintain effective and efficient office systems and to make recommendations for improvement where appropriate. 
· To undertake specific projects and tasks as directed.
· To attend department and team meetings as appropriate. 
Relationship to other roles
Maintain an effective working relationship with other individuals in all departments, customers and suppliers to ensure the delivery of a professional service focused on achieving a high level of customer satisfaction.
Equality and Dignity

The post holder will be expected to adhere strictly to the principles of fairness and equality in carrying out the role. At all times the post holder will be required to show respect for and maintain the dignity of patients, the public and work colleagues. Badger will not tolerate any form of bullying or harassment, violence or aggression against its employees.

Confidentiality

Your attention is drawn to the confidential nature of the information collected. The unauthorised use of disclosure of patient information or any other personal information, staff code of conduct and/or Data Protection Act is a disciplinary offence and could result in prosecution or action for civil damages under the Data Protection Act.

Pre-Employment Health Check

The appointment will be subject to a satisfactory Pre-Employment Health Check.

The duties and responsibilities outlined in this job description are neither definitive nor restrictive and may change in detail from time-to-time to meet the changing needs of the operation
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	HR & Recruitment Advisor
Person Specification

	Criteria
	Essential
	Desirable

	Education/Qualification
	Level 5 CIPD Certificate or Degree in HR related subject.
Commitment to continuing professional development.

CIPD registration

	Coaching and Mentoring.

	Skills/Abilities
	Ability to prioritise tasks and to manage conflicting demands on time and resources to deliver objectives.
Ability to develop effective working relationships and demonstrate professional credibility with colleagues at all levels.

Ability to make judgements and provide recommendations based on those judgements on sensitive employee relations matters.


	

	Relevant experience
	Experience in a HR Department including providing generalist HR advice
Experience of preparing, analysing and presenting reports.

	Experience of working on HR projects 

	Knowledge 
	Practical knowledge of routine HR and best practice
Up to date employment law knowledge.

Equality and diversity legislation.

	

	Personal Qualities
	Diplomatic in sensitive situations involving staff.
Professional in appearance and conduct.

Adaptable to a changing environment.

Ability to plan and complete casework within agreed timescales which will require good diary management and a flexible approach.

Requirement to organise own day and HR activities/workload.

Adaptable and flexible according to the demands of the service.

Able to work as part of a team.
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