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Role Profile

Employee Relations Adviser
	REPORTS TO: ER Manager
	ROLE BAND: 9

	DIRECTORATE: Hr & OD
	NO OF DIRECT REPORTS: N/A

	DBS REQUIRED: N/A
	LEVEL OF DBS: N/A

	QUALIFICATIONS REQUIRED: CIPD 


	PRIMARY PURPOSE OF THE ROLE:

	To provide advice, guidance and support on HR/People enquiries, related issues and people policy implementation to managers and staff within Nacro.




	KEY RESPONSIBILITES:

	· To be part of a high performing Employee Relations team who provide operational advice, facilitation, resolution and support for managers and staff within Nacro on a variety of people issues, including case management, interpretation of terms and conditions of service, employment and contract law, and HR policies and procedures.
· To gather relevant facts for each case managed to ensure the advice given is the most appropriate in the circumstances.

· .
In collaboration with the ER Manager collate and meet KPIs to minimise the time taken to resolve cases
· To ensure all advice is in accordance with Nacro’s policies and procedures and compliant with employment legislation. 

· To work to protocols for the escalation of complex and potentially high-risk case management to ensure managers receive the best possible advice and guidance, minimising risk to Nacro. 

· To maintain consistent focus on attendance management to resolve long term cases effectively and ensure persistent short term absence is addressed. 


	PROFESSIONAL & TECHNICAL EXPERTISE

	· To review management information in relation to ER matters and case history in order to identify trends and “hot-spots” requiring possible intervention and escalate to ER Manager.
· To gather relevant facts for each case managed to ensure the advice given is the most appropriate in the circumstances.

· To obtain legal advice and respond to ACAS contacts when required in agreement with the ER Manager.

· To maintain CPD to ensure an awareness of changes to the law and best practice.

· To ensure an up to date knowledge of TUPE legislation and practice,.

· 


	ORGANISATIONAL PERFORMANCE AND COMPLIANCE 

	Carry out initial and regular assessments of the potential or actual service user, including any risks, of his/her needs and requirements in respect of the service, to determine eligibility for the service taking necessary action  where required.
Undertake all the required health & safety checks, taking any necessary remedial action. 

Actively contribute towards meeting team performance targets in respect of the service.
Maintain up to date records via relevant and appropriate systems within specified timeframes and produce reports as required.
Positively promote and represent Nacro at all times, building strong relationships with colleagues to work as part of an integrated team focused on meeting the needs of services users/learners.
Adhere to Nacro’s Safeguarding and data policies and procedures at all times and comply with legislation and statutory duties and data controls protocols.

Act in line with, promote and carry out all responsibilities with full regard to Nacro’s Equality and Diversity Policy.


In addition to the above, undertake other activities commensurate with the nature of the post including taking on a concurrent responsibility that supports delivery across one or more teams.

	Line Manager/Head of Dept::
	

	HR Business Partner:
	

	Date:
	

	Profile review date:
	



[image: image1][image: image2.png]Nacro



