
​HR Advisor JD​

​MAIN RESPONSIBILITIES​

​●​ ​Manage a broad range of casework relating to all employee relations matters​
​including health, conduct and capability, grievance and dignity at work. Provide​
​professional advice and support to managers, employees and promote the​
​importance of timely, effective resolution and proactive performance management.​

​●​ ​Influence, coach and enable managers to embrace their people management role,​
​follow due process and mitigate employment-related risk.​

​●​ ​Support senior staff with facilitating Values into Practice Workshops​
​●​ ​Provide expert, technical advice and interpretation on all aspects of HR policies,​

​procedures and terms and conditions of employment.​
​●​ ​Advise managers on referring staff to occupational health, interpreting reports, and​

​considering recommendations to either facilitate a smooth transition back to work or​
​to better support our staff in their roles​

​●​ ​Contribute to the effective management of organisational change including​
​restructures, new/revised terms and conditions of employment, redundancy and​
​redeployment activity.​

​●​ ​Provide advice and guidance on family-friendly leave, flexible working requests,​
​hybrid working arrangements, career breaks, etc.​

​●​ ​Conduct job evaluations of new and changed roles within schools and professional​
​services areas timeously to inform recruitment, organisational change and regrading​
​processes​

​●​ ​Contribute to the drafting, planning and delivering of training sessions and​
​workshops/ seminars for managers in the practical application of employment​
​legislation and/ or HR policies and procedures.​

​●​ ​Work on allocated projects that relate to matters of people management, terms and​
​conditions of employment and contractual issues.​

​●​ ​Contribute to the review and development of HR policies and procedures in​
​accordance with employment legislation and best practice.​

​●​ ​Undertake UKVI responsibilities in relation to new and existing sponsored workers.​
​Apply for Certificate of Sponsorships (CoSs) where applicable via UKVI’s​
​sponsorship management system (SMS) ensuring compliance with UKVI regulations​
​or make recommendations regarding Global Talent Visas as an alternative, if​
​appropriate.​

​●​ ​Where relevant, also provide advice to managers on Visitor Visas and Government​
​Authorised Exchange (GAE) visas.​

​●​ ​Undertake research on a range of HR issues, gathering specific data, carrying out​
​basic analysis and producing reports for consideration by the various management​
​teams.​

​●​ ​Foster good working partnerships with key stakeholders and TU representatives.​



​Essential Criteria​

​Employee Relations & Casework Expertise​
​Proven experience independently managing a diverse volume of complex ER casework​
​(disciplinary, grievance, capability, sickness absence) and supporting managers with​
​occupational health referrals and phased return-to-work plans.​

​Up-to-Date Employment Law & Policy Knowledge​
​Strong technical knowledge of UK employment legislation and HR best practices to provide​
​accurate advice, support organisational change (restructures/redundancy), and contribute to​
​HR policy development.​

​Management Coaching & Stakeholder Engagement​
​Demonstrated ability to influence, coach, and build effective working relationships with line​
​managers, senior leadership, and Trade Union representatives while managing​
​employment-related risk.​

​UKVI Sponsorship & Right to Work Compliance​
​Practical experience handling UKVI responsibilities, including navigating the Sponsorship​
​Management System (SMS), issuing Certificates of Sponsorship (CoSs), and advising on​
​relevant visa routes (e.g., Global Talent, Visitor, GAE).​

​Job Evaluation & HR Capability​
​Experience conducting formal job evaluations (e.g., HERA, HAY, or other similar framework​
​models), delivering management training workshops, and analysing HR data to produce​
​management reports.​


