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Lead HR Advisor
Accountable to: 	People Manager
Location:		Cardiff (with some flexible home working). 
NB: hybrid working is available, but importantly you may occasionally need to provide urgent information outside office hours. Additional hours can be balanced through the use of TOIL. 
Occasional travel throughout Wales when required.
Hours:			35 hours per week (full time).
Salary Band:		P5
Salary:			£28,637 – 32,213 per annum

Role Overview:
The Lead HR Advisor will play a key role in delivering a professional, proactive and people-focused HR service to St John Ambulance Cymru.

Working closely with the People Manager and the wider HR team, the post holder will provide high-quality advice and guidance on a range of people matters, supporting managers and leaders to effectively manage their teams. The Lead HR Advisor will act as a trusted point of contact for employee relations matters, ensuring that issues are managed fairly, consistently, in good time and in line with organisational policy and employment legislation.

The role will also contribute to the development and implementation of people initiatives, policies and projects, supporting the delivery of a positive and inclusive people experience across the organisation.

Key duties and responsibilities:
Employee Relations
Provide timely, accurate and pragmatic advice and direct support to managers on a range of employee relations matters, including:
· Disciplinary processes
· Grievance processes 
· Absence management
· Performance management
· Flexible working requests
Support and, where appropriate, lead on employee relations casework, ensuring that cases are managed in line with policies and best practice.
Ensure accurate documentation and record keeping for all casework.
Escalate complex or high-risk cases to the People Manager as appropriate.

Recruitment and Workforce Planning
Support managers with end-to-end recruitment processes, ensuring compliance with safer recruitment practices, including:
· Reviewing job descriptions and person specifications
· Advising on recruitment approaches
· Supporting shortlisting and interview processes
· Ensuring pre-employment checks are completed
Work with managers to identify resourcing needs and contribute to workforce planning discussions.

Culture
With support from the People Manager, develop and deliver a range of wellbeing initiatives, promoting physical and mental wellbeing across the organisation.
With support from the People Manager, develop and deliver a range of EDI initiatives, creating an inclusive environment where diversity is recognised and valued.
Support the monitoring and reporting of EDI data, identifying trends and supporting continuous improvement.
With support from the People Manager, develop and deliver a range of engagement activities and contribute to action planning based on outcomes.
Provide advice to managers to ensure that people practices are applied consistently and in line with relevant legislation and best practice.
With support from the People Manager, develop and deliver informal management coaching and training sessions to support management capability.

Stakeholder Engagement and Collaboration
Develop strong working relationships with managers and other stakeholders across the organisation.
Provide guidance and coaching to support managers in applying people policies and processes consistently and confidently.
Act as a key point of contact for HR queries beyond initial triage, supporting the HR Administrator and HR Advisors where escalation is required.
Work with the Finance Business Partner to ensure that payroll changes are accurately captured and actioned.  
Work collaboratively with the wider People, Culture and Experience team to share knowledge and deliver a holistic service.

Policy, Compliance and Data
Support the development, review and implementation of HR policies and procedures, ensuring alignment with employment law and organisational objectives. 
Promote compliance with policies and identify areas for improvement.
Ensure adherence to GDPR and confidentiality requirements in all aspects of work. 
Support safeguarding compliance and promote best practice across the organisation.
Maintain accurate HR records and contribute to data quality through regular audits and checks.
Support the production of management information and reports, providing basic analysis and insight to inform decision-making.
Use HR systems effectively and support continuous improvement of processes and systems.

Projects and Continuous Improvement
Contribute to HR and organisational projects, supporting the delivery of key people initiatives.
Identify opportunities for improving efficiency, consistency and the overall people experience.
Maintain own personal development to ensure up to date with developments and changing trends.

Peer Support and Team Development
Provide day-to-day coaching, guidance and professional support to HR Advisors and the HR Administrator, promoting consistent and high-quality HR practice.
Oversee and periodically quality assure casework, documentation and advisory outputs to ensure compliance, accuracy and alignment with organisational standards and employment legislation.
Provide on‑the‑job training and knowledge sharing to build capability and confidence.
Act as a role model for best practice in employee relations and HR service delivery, fostering a collaborative and continuous improvement culture.

General
Embody and promote the charity’s values at all times and hold others to account for the same.
Demonstrate a commitment to inclusion and welcoming diversity, championing equality of treatment and opportunity. 
Perform any other duties commensurate with these responsibilities, the band of the post and skills and qualifications of the post-holder. 

This job description is intended as an outline indicator of general areas of activity and will be amended in light of the changing needs of St John Ambulance Cymru. It is expected that the post holder will be as positive and flexible as possible in this regard.



Person specification
This is a specification of the experience, skills, etc. that are required to effectively carry out the duties and responsibilities of the post (as outlined above) and forms the basis for selection.

	Requirements
	Essential
	Desirable
	Assessment Method

	Qualifications and Experience
	
	
	

	CIPD Level 5 qualification
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	Application form

	Experience of working in an HR Advisory role within a complex organisation 
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	Application form

	Experience of managing multiple, complex ER cases including investigations and hearings relating to disciplinaries, grievances and capability arising from performance and/or health.
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	Application form

	Experience of leading recruitment and onboarding processes
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	Application form

	Experience of delivering Wellbeing and EDI initiatives
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	Application form

	Experience of coaching and supporting managers to develop their people management skills and confidence
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	Application form

	Experience of developing or delivering management training
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	Experience of working in a charity or with volunteers
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	Basic DBS Certificate
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	If you don't already hold this we will arrange it free of charge

	Skills, knowledge and abilities

	Excellent knowledge of employment law and ACAS Codes of Practice
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	Interview

	Excellent communication, interpersonal and influencing skills 
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	Excellent written communication skills and ability to prepare high quality, formal reports
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	Ability to build strong working relationships with key stakeholders 
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	Ability to self-manage a varied, busy workload and prioritise effectively
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	Calm under pressure and able to deal with rapidly changing priorities
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	Ability to handle sensitive situations with professionalism and discretion. 
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	Ability to exercise sound judgement to make informed decisions
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	Ability to work independently and collaboratively within a multidisciplinary team.
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	Interview

	Strong IT skills including Excel and HR systems (ideally Cezanne). Power BI would be desirable.
	[image: C:\Users\justine.thorner\AppData\Local\Microsoft\Windows\INetCache\Content.Word\Tick 2-21.png]
	
	Interview

	Ability to use Power BI and automate workflows within IT systems such as SharePoint
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	Strong numeracy skills, and the ability to analyse data and use this to gain insight and support decision making. 
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	Ability to handle sensitive and confidential information with integrity
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	Sensitivity to cultural differences and diverse backgrounds
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	Commitment to providing a sector leading people experience
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	Commitment to promoting equality, diversity, and inclusion.
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	Commitment to ongoing professional development and keeping up to date with best safeguarding practices
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	Absolute commitment to role modelling our St John Ambulance Cymru values and helping others do the same
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	Ability to work outside normal working hours when necessary
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