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People & Organisational Development Advisor 
 
GRADE 6
 
Job Purpose
The People & Organisational Development Advisor will support the P&OD Partners across a range of People & OD services for the designated College/University Services.  The role will support effective client relationships and service delivery partnerships across the College / University Services, with P&OD colleagues and the wider University community.


Main Duties and Responsibilities

1. Manage a portfolio of less complex casework with a focus on the resolution of cases in line with the University Values, policy framework and relevant service level agreements whilst managing / minimising associated risks.

2. Act as P&OD representative at less complex discipline and grievance meetings providing technical and policy advice to ensure compliance with University policy, seeking senior input to more complex/unusual matters. Partner with line managers on the investigation of less complex grievance and disciplinary cases under the direction of P&OD Business Partners. Support the drafting of outcome reports and letters and ensure all case records are appropriately updated when cases are closed.

3. Build and maintain effective working relationships with clients, supporting line managers, up to and including senior leaders by gaining an understanding of business needs and challenges across relevant Directorates. Work with line managers to assist in developing people management capabilities through the provision of P&OD advice, support, challenge, coaching and training on a wide range of people management issues.

4. Support the development, continuous improvement and/or implementation of policy, toolkits, guidance, processes and practices, leading on designated workstreams as required under the direction of P&OD Partners or relevant Head P&OD ensuring these are designed to underpin consistency of practice and that principles of equity, integrity and inclusion are integrated into all interventions and processes. Support senior colleagues in delivering other related P&OD projects and contributing to the review of relevant P&OD business processes as required.

5. Participate in recruitment, selection processes, including providing advice to line managers in the development of job descriptions/person specifications, job adverts and short-listing to ensure that decision making is appropriately recorded and legally compliant and to promote best recruitment practice. Act as P&OD representative at interview panels up to and including grade x posts across all job families.

6. Advise line managers in relation to contractual arrangements in line with University policy, providing direct support on more complex contract extensions/fixed term funding/funding end date cases, seeking input from senior P&OD colleagues on the basis of risk and/or peculiarity. Monitor the use of the University’s Extended Workforce, providing guidance to services on applicability.

7. Prepare, interpret and analyse relevant management information to inform decision making, and assist in workforce planning, talent management and other processes, engaging with line managers to discuss, agree and implement any associated action plans.

8. Support senior colleagues in delivering annual and one-off projects and change initiatives, such as restructuring activities, PDR and associated reward and recognition mechanisms, colleague engagement survey and the introduction of new policies/systems. 

9. Work with P&OD Business Partners and other P&OD colleagues to identify and implement service improvements to P&OD processes and procedures as required. This may also take the form of internal secondments into other P&OD roles, job rotation or being assigned to a project team.

10. Maintain up to date knowledge with developments in employment legislation; carry out targeted desk-based research regarding best practice and legal developments to feed into policy and procedural reviews. Participate in external networking opportunities to enhance sector knowledge adopting a proactive approach to sharing and encouraging the application of best practice with/from other institutions and promote their application accordingly.

Knowledge, Qualifications, Skills and Experience

Knowledge/Qualifications
Essential
· Ability to demonstrate the competencies required to undertake the duties associated with this level of post having acquired the necessary knowledge and skills through personal development and progression in a similar HR/P&OD related role(s), or Scottish Credit and Qualification Framework level 8 (Scottish Vocational Qualification level 4, Higher National Diploma) or equivalent, and experience of personal development in a similar HR/P&OD role.
· CIPD membership (or equivalent relevant HR/P&OD experience).
· Well-developed knowledge of HR/P&OD best practice and employment legislation.

Desirable
· Knowledge of job evaluation methodologies (Korn Ferry/Hay)
· Knowledge of HR/Payroll systems
· Knowledge of HR/P&OD case management system

Skills

Essential
· Confident, with ability to adopt a consultancy style, business partnering approach, utilising proven independent analytical and problem-solving ability
· Excellent organisational skills with the ability to plan, prioritise and deliver across a range of work activities and juggle a busy workload
· Ability to interpret relevant University policies, employment legislation and good practice and apply to cases
· Effective written and oral communication skills with the ability to confidently persuade, influence and articulate sometimes complex information in an accessible way
· Excellent IT skills, including a high level of numeracy and competency in the use of Microsoft Office applications and data manipulation
· Team player with proven track record of working flexibly to respond to unforeseen problems and circumstances
· Ability to maintain confidentiality and deal sensitively with related issues/individuals with tact, diplomacy and discretion
· Ability to take direction from senior colleagues, with the confidence to then lead on smaller pieces of work independently

Experience

Essential
· Developing track record of successful delivery in an HR/P&OD role including exposure to employee relations casework
· Experience of providing clear and high-quality information, advice and guidance to managers on a range of HR/P&OD matters including the application of HR/P&OD policy and procedure
· Experience of dealing with challenging people and independently resolving issues

Desirable
· Experience of developing HR/P&OD procedures and guidance notes
· Experience of delivering presentations and management briefing/training sessions
· Experience of working in the HE sector
· Experience of working in a unionised environment
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