DIOCESE OF GLOUCESTER

JOB DESCRIPTION AND PERSON SPECIFICATION

	Job Title
	HR Advisor


	Salary Grade
	Band 4


	Status 


	2yr fixed term, full time (35hrs)

	Section/Team
	HR and Safeguarding


	Reporting to
	Senior HR Advisor 
Deputy Diocesan Secretary 


	Reporting to job holder
	N/A


	Date of issue
	July 2024



	Overall Purpose of Post

	The overall purpose of this post is to lead by professional example and champion a positive people management & development approach within the Cathedral and generally across the Diocese offices; to provide operational quality, timely and effective HR advice and support to line managers, staff and parishes. 



	Context in which Diocesan Jobs are carried out

	We want all our people to have good working experiences – and we seek to continually improve our working systems and arrangements.  We welcome and encourage new ideas and suggestions about what we can do better.



	
	Responsibilities and Accountabilities 


	Nature and Scope of Role 

	1
	To promote the fair and consistent treatment of all those working for the Cathedral and the Diocese central offices by ensuring that appropriate personnel policies are communicated, interpreted and applied well and following up with senior/line managers where there are issues and concerns.

	This includes supporting and developing HR strategies, policies and practices using influencing skills, people skills and business partnering professional skills to ensure that HR policies, practices and guidelines are best practice and applied professionally.


	2
	To ensure that the Cathedral and the Diocesan central offices follow good employment practice by serving as a source of authoritative advice on best practice and new developments in employment law.


	This includes supporting and developing policies, communication mechanisms and training, and to provide coaching to senior managers and senior clergy and others, through appropriate processes which provide:
· people strategies

· people implications of major change 

· developing the workforce, 

· improving performance through people including through appraisal
· supporting day to day policies and processes including capability, grievance and discipline, sickness absence, maternity/family friendly, supporting new starters or leavers etc
· health and safety compliance

· reporting appropriately to Chapter, to the Chapter Steward, and DBF.



	3 


	To lead on the recruitment, selection and appointment of all those who work for the Diocesan central offices and Cathedral to ensure that it secures the best staff through fair and consistent processes.


	This includes managing each appointment process, its overview, support, and administration of recruitment and selection processes, delivering training/coaching for those interviewing.  

Designing and developing newer safer recruitment processes, managing paperwork and contracts; developing new creative ways of attracting as wider pool of potential candidates as possible.

Ensuring that all Health and Safety requirements of a role and linked to induction, probation and annual or other review are undertaken and recorded appropriately.


	4
	To support line managers with a variety of employment relations issues, challenging poor attitude, poor performance issues, other issues such as long-term sickness, support back to work, and the usual day to day variety of employee relationships


	This includes managing employee relations issues, offering mediation, facilitation, coaching/mentoring; enabling managers to ensure consistency in practice and appropriate record keeping and follow up; links with Occupational Health and other employee assistance support.


	5


	To support line managers, senior clergy and managers in the management of individual performance through the regular appraisal and monitoring of those working for the Diocesan central offices and Cathedral.


	This includes supporting and developing performance development mechanisms, and training and coaching managers and staff through performance management processes, following up issues, training etc.

	6


	To secure supporting the assessment of training needs and the provision of the appropriate training resources.


	This includes helping managers with training needs analyses, providing and/or delivering appropriate training and support, and evaluating effectiveness of training to ensure value for money.



	7


	To maintain appropriate employment records for all those working for the Diocesan central offices and Cathedral in order to achieve the better management of information and staff.


	This includes management of staff records, the appropriate arrangements for storage, monitoring and access to records, data protection, and diversity, and all safer recruitment processes, managing salary letters, HR files, and record keeping generally under GDPR.


	8
	To develop a knowledge of HR and personnel as it relates to clergy in the Church of England; and supporting clergy and parishes with HR advice and support across both the employment relationship and with specific reference to the management of volunteers.

	This includes working with the Senior HR Advisor to develop effective HR support for parishes in their volunteer and employment management.

In addition to work with the Senior HR Advisor to develop a basic working knowledge of clergy `Common Tenure’ arrangements and related policies and procedures.



	9
	To support colleagues and maintain ongoing CPD
	This involves ensuring opportunities for imparting good practice, HR knowledge and skills, mentoring, coaching; and ensuring own knowledge and practice is updated.



	10


	To liaise with national church institutions and other dioceses to support consistency in HR practice across the Church of England.


	This includes networking across the NCI’s, other dioceses and appropriate bodies, sitting on appropriate professional bodies, maintaining continual professional development.


	Generic responsibilities for all employees



	1
	To receive incoming enquiries and telephone calls, dealing promptly and courteously with enquiries, offering hospitality at meetings, and always ensuring high quality customer service.



	2
	To ensure that all health and safety instructions are followed, including specified training, and that care is taken to ensure safety for self and colleagues, reporting concerns immediately.



	3
	To ensure that all safeguarding policies and practices appropriate to the role are undertaken including specified training.



	4
	To contribute to our wider environmental commitments as they relate to our working offices and practices.



	5
	To undertake other supportive tasks and roles as appropriate.




PERSON SPECIFICATION

	Attributes
	Essential 

(or expected to train/qualify to that standard)
	Desirable



	General


	Performance management approaches

Basic IT skills (Microsoft Office, Word, file management 

A real ‘people person’
	

	Qualifications and Training 


	CIPD qualified at Level 5

	Business/management experience and/or related qualification 



	Experience


	Experience of generalist HR, casework, day to day employment relations
Able to demonstrate the ability to work collaboratively with line managers with empathy and support
Effective negotiation & facilitating skills

Effective verbal & written communication skills


	

	Knowledge, skills and abilities


	Pragmatic and practical approach to HR

Ability to work in a team and on own, with a supportive and can-do approach

	

	Personal Qualities


	Positive attitude

Problem solving and innovative approach

Flexible and adaptable approach

Team worker& self starter
Able to work across boundaries 
Commitment to quality customer service and drive for continuous service improvement
Objective

Commitment to continued professional development
Able to work effectively to clear HR frameworks, policy and process
People centred, approachable and friendly 


	


