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Human Resources Advisor 
Job Description
	Job Title:
	HR Advisor 

	Location:
	Manchester (flexible hybrid working)

	Hours:
	20 hours pw (flexible structure)

	Contract:
	2 years fixed term

	Reports to:
	Deputy CEO

	Salary:
	£30,151 (SO1, pt.23) 


	 
Job Purpose:

To oversee employee relations; provide professional HR advice and support to managers and the wider team & ensure the proper function, reporting and recording of all HR processes. 

To keep abreast of relevant HR changes, ensuring policy and practice remain up to date and aligned with regulatory guidance.

To be responsible for handling day-to-day HR operations and employee relations matters, ensuring compliance with employment law and best practice, and championing the charity's values.

To ensure proper & timely oversight and processing of any administration duties assigned.

To provide the CEO & Deputy CEO with support on Organisational Development, including the Board of Trustees.



	Key Responsibilities: 

	Employee Relations:



	Serve as the first point of contact for HR queries, providing accurate and timely advice on a wide range of topics.                                         
Keep the Team informed of organisational changes, processes and policy. Support managers in handling employee relations issues, including performance management, disciplinary, grievance, and absence management cases.  

	Recruitment and Onboarding:

	Manage end-to-end recruitment processes, from advertisement to offer letter and contract issuance. 
Coordinate end-to-end onboarding and induction of new starters to ensure a smooth and engaging welcome and embedding. 

	Policy and Procedure:

	Advise on and ensure consistent application of the Charity’s HR policies and procedures, ensuring they are updated and disseminated regularly.
Maintain up-to-date knowledge of employment legislation and best practices.
Through application of a policy and procedure calendar, ensure scheduled updates are carried out by the designated officers in a timely manner. 
Carry out annual policy and procedure audit, with actions to managers, if necessary.  

	HR Administration:

	Maintain accurate and confidential HR records.
Ensure Safe HR platform interface is kept up to date and accessible for all employees. 

	General Administration:
	Manage all/any administration tasks to ensure the smooth running of the organisation, such as Safe HR profiles /accounts, email accounts, IT software, team updates, room bookings. 

	Learning and Development:
	Manage a L&D Matrix for the team. 
Identify and support managers with team training and development needs.
Contribute to the delivery of HR-related training sessions for the wider team and managers. 
Provide an annual HR Assurance Report for the Board of Trustees.

	Project Work: 
	Support the CEO or Deputy CEO with any project related to HR or organisational development.



	Person Specification: 

	Essential:
	Minimum of 3 years’ experience in a HR Advisor role. 
CIPD Level 5 or equivalent.
Demonstrable knowledge of UK employment law and HR best practice.
Experience managing employee relations cases end-to-end.
Excellent communication and organisational skills. 
Knowledge of HR systems such as Safe HR or similar platforms.
Commitment to the Charity's values and agreed behaviours.   

	Desirable:
	Experience working in the charity or voluntary sector.
Experience supporting organisational development.  
Experience designing or delivering HR-related training. 

	Values & Approach:
	Commitment to the Booth Centre’s values.
Ability to work collaboratively and flexibly in a small, dynamic team.
Proactive and solution-focused approach to HR challenges.
Willingness to champion equity, diversity and wellbeing in the workplace. 



Note: Though we have tried to be thorough, no job description can cover every issue which may arise within a post at various times. The successful candidate would be expected to carry out other duties as required from time to time. 
 
All successful applicants will be subject to an Enhanced DBS check and satisfactory references.  We are legally required to see proof of eligibility to work in the UK.
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