
 

 
 
 

 

HR ADVISOR  

Role Profile 
 

 

 

 

 

The role of HR Advisor is to support managers, supervisors and 

team leaders in implementing HR policies and supporting their 

management of attendance, performance and conduct.  

 
As a trusted advisor experienced in generalist HR matters, the role  

requires integrity and professionalism at all times. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Role purpose: 

Reporting to the HR Manager, the job holder will support the delivery of consistent and effective 

attendance, conduct and performance management, thereby contributing to the well-being and 

care of residents and customers of the St Monica Trust services. 

 

Hours of work: 

As advertised  



 
 

July 2019 

                            HR Advisor 

Duties 

1. Deliver consistent and accurate advice, guidance and support to managers in relation to 

people management practices. 

2. Working with the HR Data Analyst, produce and use management information to identity 

strengths and weaknesses of the organisation’s people management performance and share 
these observations promptly with the appropriate managers.   

3. Maintain up to date knowledge of generalist HR practices and legislation. 

4. Perform at all times in compliance with the CIPD code of professional conduct and St Monica 

Trust’s policies and procedures. 

5. Regularly contributes across the HR team as a whole, recommending improvements to 

systems and procedures to improve efficiency in the department and also by supporting the 

HR Manager in developing HR’s strategic role within the organisation 

6. Maintain up to date knowledge of best practice in people management and of employment 

law, as well as developments and any issues relating to the health and social care industry.  

7. To be aware of responsibilities for the investigation and reporting of cases which require the 

involvement of external bodies eg safeguarding of people at risk,  ensuring that cases are 

managed appropriately. 

8. Undertake project work as required. 

9. Attend meetings and events as required. 

10. Any other relevant duties as reasonably requested.  

Main tasks 

1. Support line managers, team leaders and supervisors with generalist people management 

issues including performance management, conduct, attendance and pay and reward, ensuring 

that problems are identified and resolved quickly, effectively and fairly and that throughout all 

processes there is comprehensive and effective communication with all parties.  

2. Lead on supporting managers to proactively manage long term sickness cases, and short term 

absenteeism identifying cases that have triggered under the Trust’s sickness absence policy. 

3. Assist operational managers with grievance and disciplinary processes including investigations 

and outcome reports. 

4. Contribute to the storing of accurate information and forms on the i-Trent database and 

shared folders. 

5. Attend and contribute to HR team meetings. 

6. Undertake a range of general admin activities – including drafting ad hoc letters, 

booking/confirming requirements, sending reminders, recording information, filing, 

photocopying, minute-taking, telephone answering as required. 

7. Identify any development opportunities for managers relating to people management and liaise 

with the training team (if appropriate) to ensure development needs are met. 
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Person specification  

The skills, knowledge, qualifications and experience listed here are requirements of the role and 

are assessed at different stages of our recruitment and selection process.  Use this information 

to help you complete the ‘further information’ section of the application form. 

Skills 

Communication 

• Record events and deliver instructions clearly. 

• Maintain paper and electronic records (as appropriate) – ensuring documentation is up 

to date, clear and available for review at any time. 

• Regularly review internal and external communications (post, emails, memos, notice 

boards) responding promptly or as required. 

• Undertake ‘role model’ status for colleagues; promote high standards at all times. 

• Advocate culture of communication and information sharing between team members. 

• Maintain strong communications with line manager at all times. 

Thinking  Style 

• Pre-empt issues and trouble-shoot problems before or as they arise. 

• Respond to queries and problems effectively and in a considered manner. 

• Refer appropriate decisions to line manager. 

• Maintain own skills set, knowledge and best practice. 

• Progress team to shared goals under the direction of line manager. 

• Provide feedback to colleagues in a constructive and supportive manner. 

• Challenge or suggest new ways of working to promote the efficiency of the unit or team. 

Working with others 

• Work alongside other teams/departments and external partners/contacts in a 

professional and friendly manner. 

• Listen to new ideas of colleagues. 

• Contribute to team meetings. 

• Encourage a flexible culture within the team – stepping in to relieve colleagues during 

pressured times or when needs dictate. 

Well-being and Values 

• Demonstrate sensitivity to individuals’ needs. 

• Promptly respond to, or refer to team leader/line manager (as appropriate to role), 

issues of residents or colleagues health or well-being. 

• Contribute to the facilitation and encouragement of well-being in residents and 

colleagues. 

• Advocate a positive and professional environment. 

• Contribute to maintaining a safe and secure environment – reporting faults, repairs or 

hazards through appropriate channels. 

Time management 

• Share responsibility to ensure appropriate staffing levels are maintained on duty at all 

times. 

• Motivate, inspire and drive colleagues to meet time demands of the role. 

 Delegate or share tasks and activities appropriately balancing efficiency with the demands 

of the role. 
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Leadership 

 Deliver informal coaching and guidance and if appropriate when spotted ‘on the ground’. 

 Support team leader/line manager in recruitment and selection of new colleagues. 

Qualifications Essential Desirable 

Educated to degree level   
Associate member of CIPD (or working towards)   

Chartered Member of CIPD (or working towards)   
GCSEs (or equivalent) in English and Maths   

Experience Essential Desirable 

Delivering generalist HR advice and guidance to managers including 

absence, conduct, performance, maternity 
  

Reviewing and implementing working practices and policies   

Strong written language skills   

Highly competent use of Word, Outlook, PowerPoint, Excel   

Advising managers at formal hearings and appeals.   

Project management and planning   
Influencing and guiding managers/supervisors on HR practices   
Use of i-Trent HR information system    
Knowledge Essential Desirable 

Works in adherence with CIPD code of professional conduct   

Generalist HR best practice   

DBS, immigration and asylum rules   

Data Protection legislation   

Additional information 

 Duties must be carried out in compliance with St Monica Trust’s Equalities, Diversity & 

Inclusion Policy. 

 This role profile contains the principal accountabilities relating to this post and does not 

describe in detail all the duties required to carry them out.  There will from time to time be 

a variation of duties depending on residents’ and units’ needs. 

 

 


