Job Reference Number: SC06-5528NB

NHS TAYSIDE – AGENDA FOR CHANGE

JOB DESCRIPTION
	1. JOB IDENTIFICATION


	Job Title
	Human Resources Business Adviser

	1. 
	Department(s)/Location

	 People and Culture Directorate


	
	Number of job holders


	11

	2. JOB PURPOSE

Work with Directorate/Health and Social Care Partnership/Corporate Services Managers to provide a professional business-focused HR Service which meets Board and Directorate/ Health and Social Care Partnership objectives, thereby contributing to continuous improvement in people management practice.

Under the general direction of the HR Business Lead, lead on specific projects/portfolios to deliver key elements of the Workforce Strategy.

It is essential to the development of the HR Service that the post holder is able to respond flexibly and positively to changes in the requirements of this post. The job description is therefore a guide to the level and range of responsibilities the post holder will be expected to undertake, however the key duties of this post may be altered from time to time to meet changing demands and service priorities. 


	3. ORGANISATION CHART









	4. SCOPE AND RANGE
Provide a comprehensive HR Service to a number of departments within NHS Tayside. Each department varies in size and covers a wide geographical area including Dundee, Perth & Kinross and Angus.  
Each HR Business Adviser carries a non clinical case load of employee related issues and using local policies, procedures and interpretation of changing employment law will ensure that each case is managed and the best outcome is reached for both employee, manger and NHS Tayside ensuring that limitation of risk is maintained, i.e. all routes are gone through prior to any changes in employment status which may result in Employment Tribunal Cases. 


	5. MAIN DUTIES/RESPONSIBILITIES
Employee Relations

To act as the focal point for managers on all operational HR issues.  Provide detailed advice and guidance to managers on the interpretation of Board HR policies and procedures and employment legislation.  Advise on all employee relations cases, up to and including appeal level.
Support service managers by providing professional advice and guidance to formal hearings.  Attend disciplinary/ grievance hearings including appeal hearings and suspension meetings as and when required.
Change Management

Support the managers at all levels across NHS Tayside through service redesign, reconfiguration and ensuring the best practice in the process of handling change management issues ensuring a balance between the needs of the service and the needs of the staff.  
This includes meeting with staff, managers and staff side representative (on a one to one and group/department basis) to discuss complex organisational change issues.  In these circumstances which include redeployment, service change, ward closure/opening, individual role review with department restructuring – ward/hospital closure, integration between joint teams (i.e. NHS/Local Authority/Voluntary orgs), staff can be resistant to change.
Workforce Planning & Resourcing 

Support the development of workforce plans in local areas of responsibility.  Support and advise managers in the implementation of workforce modernisation, involving new ways of working, role design and improved performance management systems, that are patient focused and support improved service delivery.   

Work closely with the Resourcing and Redeployment teams to ensure the delivery of an efficient transactional recruitment service and to ensure best fit between staff displaced/at risk and available vacancies. 
Monitor the effectiveness of recruitment and selection in designated areas of responsibility and support managers to identify and implement appropriate solutions to support the business and implementation of workforce plans.
Workforce Performance

In conjunction with the Workforce Information Department ensure the effective provision of accurate and timely workforce data and support managers to interpret and analyse data to enable productivity.  

In line with the organisational policy monitor designated Directorate/ CHP/ Corporate Department sickness/absence levels and support managers to take a proactive approach to the identification and management of attendance.  Analyse and interpret attendance information to identify trends and recommend actions to managers to assist in the reduction of absence and associate bank and agency costs.  

Coaching and Development

To use a coaching style to ensure managers are taking responsibility for and supported in the staff management aspect of their role.  

Respond to training needs and develop, implement and deliver HR management development programmes for managers and staff within areas of responsibility.  Regularly prepare and deliver training programmes and awareness sessions tailored to the needs of the local areas (up to 15 staff) and, less frequently, short information sessions to groups of up to 100 staff.  
Deliver training and development programmes and briefing/ update sessions about HR policy and best practice to managers at all levels in the organisation to provide the necessary skills and competence for managers to fulfill their responsibilities for effective management of staff.  

To provide individual coaching, mentoring and support to managers in order to improve employee relations practice and support the development of a high performing workforce.

HR Practice

Be a champion of best practice for HR and contribute to business decisions to ensure effective management and utilisation of staff. 

Act as lead/ or HR member of working groups to develop new, review and update HR Policies, including the research of best practice and development of the HR microsite.  

Partnership Working

Support the implementation of robust processes for engaging with the trade union/ staff organisation and the engagement of staff.   Support negotiation and consultation processes with managers at various forums, as appropriate.   Develop positive working relationships with internal/ external partners e.g. local authority, voluntary sector. 
Corporate Duties

Support the implementation of a board HR strategy, e.g. policy development, employee engagement, eESS.

Support the reward and recognition agenda by providing advice on all aspects of job evaluation and participate in the evaluation process. 

Promote diversity and equality of opportunity, and support managers to ensure that policy and practice is applied consistently, fairly and without discrimination.

Deputise for the HR Business Lead as required.
Your performance must comply with the national “Mandatory Induction Standards for Healthcare Support Workers 2009” and with the Code of Conduct for Healthcare Support Workers.


	6. COMMUNICATIONS AND RELATIONSHIPS

The skills required to communicate effectively must be exceptionally well developed and is essential to the success of this post.  

The post holder will be required to:

· Communicate with employees and management with regard to Employee Relations issues.  These issues can often be highly contentious and emotionally charged e.g. organisational change, ill health, redeployment and disciplinary/ employee conduct procedures.  When dealing with such sensitive issues, the post holder will be required to employ highly developed communication skills, demonstrating empathy, tact and diplomacy in situations where there can be barriers to understanding. 
· Liaise with internal departments such as Pay Office, Occupational Health to provide the best service to employees
· Support partnership working wherever possible by establishing links with trade union representatives

· Liaise with external agencies to obtain further advice and guidance on complex cases e.g. Central Legal Office, Scottish Public Pensions Agency, Employment Disability Unit. 
· Work with Local Authorities and other agencies as part of Health and Social Care Integration agenda, as required.
· Deliver presentations, training sessions, policy awareness sessions to group of around 15 staff, and less frequently short information sessions to groups of 100 staff.


	7. KNOWLEDGE, TRAINING AND EXPERIENCE REQUIRED TO DO THE JOB

Qualification and Experience:

· Educated to degree level.

· Chartered or Associate member of the Chartered Institute of Personnel and Development (CIPD) following successful completion or postgraduate diploma (or equivalent level of experience)

· Previous practical experience of an HR role with exposure to Employee Relations, Change Management, Partnership Working, Recruitment and Selection or Training and Development.
· Experience of working within a complex and highly unionised environment.

· Coaching and mentoring skills required to enable staff to maximise potential service delivery. 

Knowledge

· Have awareness and understanding of national targets and local corporate objectives to ensure local alignment to national objectives

· Good knowledge, expertise and understanding of the application of UK and EU employment law.

· Professional knowledge of best practice in all areas of HR.

· Understanding of the application of Information Technology
· Continuing professional development gained through attendance at HR events, specialist training, and employment law seminars.
Personal Attributes
· Excellent interpersonal skills including the ability to build effective professional relationships with senior clinicians, managers, colleagues, staff and staff side representatives.
· Strong customer focus

· Potential to quickly assume responsibility 

· Work as part of a team, supporting less experienced HR Business Advisers i.e. informal supervision/mentoring/work shadowing
· Good leadership skills. 


	8. SYSTEMS AND EQUIPMENT

· The post holder is required to use a computer on a daily basis, using software packages such as Microsoft Excel, Microsoft Word, Microsoft PowerPoint, Microsoft Calendar, Emails.  

· The post holder will often keep notes of meetings to be agreed by participants, for generation of written correspondence which will be referred to in internal hearings and employment tribunal hearings.
· Use of software system for human resource enquiries, analysis of Sickness Management and information systems, which generate statistical data used for internal/external auditing and planning purposes i.e. Audit Scotland

· Use of Microsoft PowerPoint to develop the required training materials for formal presentations. 

· Use of Excel to record types of meetings undertaken, to allow corporate reporting of levels of activity

· Authorised signatory for payroll documentation i.e. terminations and contractual changes

Responsibility for Records Management

All records created in the course of the business of NHS Tayside are corporate records and are public records under the terms of the Public Records (Scotland) Act 2011.  This includes email messages and other electronic records.  It is your responsibility to ensure that you keep appropriate records of your work in NHS Tayside and manage those records in keeping with the NHS Tayside Records Management Policy and with any guidance produced by NHS Tayside specific to your employment.


	9. PHYSICAL DEMANDS OF THE JOB

Physical Skills

· There is a regular requirement to use a PC when office based for email, report writing and other activities, requiring standard keyboard skills. 

Physical Effort

· On a daily basis, the post holder will sit at their desk inputting information or answering queries by telephone, or will be sitting in meetings, occasionally lasting up to 6 hours. 

· Travel between sites (journeys of up to 1 Hour). 

· Standing/bending while locating files and walking between clinical and non-clinical areas for arranged meetings, duration of which could be from 0-15 minutes. 

· Occasional requirement to transport equipment for training i.e. laptop, projector, folders.
Mental Effort

· Need to adapt to different personalities within very short periods of time and adapt thinking processes/responses accordingly – frequently
· Requires considerable mental effort to manage all different facets of this job – regularly

· Ability to travel  frequently across Tayside to attend meetings within designated remit, often to several different bases each day in varying weather conditions and traffic levels – frequently.  
· The post holder has to be adaptable and have the ability to change planned work if there is an unexpected human resource problem or issue which required their immediate involvement e.g. suspension, gross misconduct issues.

· On a daily basis, receive queries via telephone and e-mail which may require an immediate response

· On a daily basis, prolonged-intense concentration will be required when writing reports and letters confirming details of meetings involving complex issues. 

· A high level of concentration is also required during meetings at which the post holder will be required to actively participate in e.g. disciplinary and grievance hearings.  These hearings can last up to 6 hours averaging 2-3 per week.  
· On occasions the post holder will be expected to participate in Employment Tribunal Hearing.
· Prolonged and intense concentration while analysing workforce data.
Emotional Effort

· On a daily basis, the post holder will attend meetings to investigate matters relating to ill health, absence from work, discipline and grievance and will have the skill and ability to facilitate, control and deal with staff and managers in highly contentious settings where there has been a breakdown in communication or relationships where there is the potential for staff at times to be verbally aggressive.

· On occasion, the post holder will be required to meet with employees to discuss ill health retiral, redeployment or termination, in some cases, the employee may be terminally ill.  The post holder will also be required to meet with the bereaved families of employees to discuss pension issues.
Working Conditions

· Sitting at computer and workstation – daily 

· Travelling in adverse conditions i.e. bad weather, traffic congestion, rural roads etc – regularly 


	10. DECISIONS AND JUDGEMENTS

The postholder will be expected to exercise a high level of autonomy in resolving HR challenges and will be expected to be proactive and prioritise their own workload. 

Supervision is available from the HR Lead and appraisal takes place annually.

The postholder is required to interpret employment legislation/ case law and advise managers accordingly when dealing with complex issues and sensitive situations, for example termination of employment in disciplinary or ill health situations.

As the Employee Relations contact within the area of responsibility, the postholder will provide specialist advice to managers and staff on a wide range of HR issues including, allegations of bullying or harassment, disciplinary issues and organisational change issues arising from reorganisation, or site closure/ retraction.  

The postholder will be required to make judgements on complex cases which often require to be taken forward on an individual basis, considering conflicting or incomplete information, to ensure that fair, consistent and transparent decisions are made.



	11. MOST CHALLENGING/ DIFFICULT PARTS OF THE JOB

Due to the unpredictable nature of this role the postholder must have the ability to be reactive to any situation they are faced with.  This will require the use of their HR skills to act independently within appropriate occupational guidelines, policies, procedures and employment legislation.

The postholder must ensure that the most professional and appropriate methods are used to support colleagues, employees and relatives and their managers in times of emotional stress, i.e. change management, misconduct, disciplinary, death in service.  The decisions that are made may have serious implications, including financial loss for the employee and the organisation and risk to the employee of depression or self harm, therefore it is essential to act in a way that will reduce the risks that may arise from taking such action. 


	12. JOB DESCRIPTION AGREEMENT
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