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	Job Title:
	HR Adviser

	Reporting to:
	Head of HR & OD

	Location
	Archdiocesan Office, Croxteth Drive, Sefton Park, Liverpool, L17 1AA





	Mission Statement
“Taking to heart the last words of the Lord Jesus, we will go into the world to proclaim the Good News to the whole of creation.”



Job Summary
To provide proactive, customer-focussed advice and guidance to managers/priests and employees, regarding a broad range of people related matters that supports the culture and values of the archdiocese.  

Main Duties and Responsibilities

1. Develop and maintain effective working relationships, and a visible presence, with managers/priests across the archdiocese, providing commercial acumen and HR expertise to deliver innovative and flexible outcomes.   

2. Advise and support recruiting managers in the development of job descriptions/person specifications and adverts for new and revised posts. Advise and moderate recruitment panels in respect of shortlisting, assessment methods and appointments. 

3. Support managers/priests in managing employee performance including staff induction, probationary periods and capability matters, providing advice regarding both talent management and underperformance.

4. Design and deliver bespoke training, workshops and communications across the archdiocese, and support ongoing training needs, ensuring that training material is relevant, accurate, up to date and delivered in an engaging style.

5. Support with workforce development and succession planning across the archdiocese, leading on projects as required.

6. Proactively contribute to the development of systems, processes and policies/procedures facilitated by the HR team in line with professional guidelines, evolving employment legislation, customer needs and best practice. Ensure any processes developed maximise the use of technology.

7. Advise on absence management procedures, providing fit for purpose advice and guidance to managers/priests, including making referrals to Occupational Health, advising on return to work, risk assessments and supporting managers at welfare and formal meetings.

8. Support managers/priests undertaking investigations and hearings and ensure employees receive relevant welfare support and corrective actions are escalated appropriately.

9. Provide information, support and guidance to managers and staff in potential redundancy situations, including communications, redundancy figures and advice on options.

10. Work in collaboration with colleagues in the Finance Team to ensure changes affecting pay or benefits are processed promptly.

11. Contribute to the development of the staff intranet (hosted on SharePoint), updating and maintaining engaging information in conjunction with the wider HR team.

12. Produce management information reports as requested, identifying trends and making recommendations for improvement.

13. Ensure the highest standards of quality and accuracy are delivered through developing close and transparent working relationships with the HR Team and provide mentoring support to the HR Assistants.

14. Support the Head of HR & OD in the delivery of organisation wide interventions including, but not limited to, change management interventions.

15. Lead on specific projects as deemed appropriate by the Head of HR & OD with the aim of enhancing and developing service provision and supporting the continued success of the archdiocese.

General
1. Where necessary, attend, support and contribute to in house and external training programmes to aid continuous professional development.
2. At all times act in a professional and appropriate manner and actively promote the ethos of the Archdiocese of Liverpool.
3. To undertake such other duties as may reasonably be required of you that are commensurate with your level of responsibility and experience.

Confidentiality
During your employment, you may gain knowledge of confidential matters, which may include personal and/or business-related issues.  Such information must be considered strictly confidential and must not be discussed or disclosed.  Failure to observe this confidentiality could lead to disciplinary action being taken against you.


Data Protection
Where it is a requirement of the job for the post holder to use computers or other information technology, he/she will be required to ensure that security procedures are followed as appropriate and that confidential information for example, passwords, are not communicated to unauthorised individuals.

Safeguarding
The post holder, during the execution of this role, is unlikely to come into regular contact with children and vulnerable adults.  At the date of issue this role, having been assessed by the Archdiocesan Safeguarding Department, has been deemed not to require a Disclosure and Barring Service check.

Health and Safety
All employees are required by Section 7 of the Health and Safety at Work Act to take reasonable care of their own health and safety and that of others who may be affected by their acts and omissions.

Display Screen Equipment Users
Section 39 of the Employee Handbooks states that employees who, following a suitable assessment, are deemed to be a Display Screen Equipment (DSE) User will be eligible to have an eye test funded by the Archdiocese of Liverpool and, where necessary, financial support towards the costs of lenses.  

This post does require the job holder to habitually use DSE as part of their normal work and therefore is classed as a Display Screen Equipment User.

Voluntary Duties:
During your employment, should you wish to engage with any activities in your local parish community, these are deemed voluntary in nature, and must be undertaken outside of your contractual working hours as they do not form part of your employment with the Archdiocese. 

General Clause:
This job description is not intended to be exhaustive but to indicate the main responsibilities of the post and may be amended from time to time after consultation with the post holder.  Any changes will be agreed in conjunction with the designated line manager. 

Signed by Employee: ............................................................................... Date: .......................................

Print Name: .................................................................................................








Signed by Line Manager: .........................................................................Date: .....................................

Print Name: .................................................................................................
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	Qualifications
	Essential

	
	· A good standard of education.
· Educated to degree level or equivalent professional qualification.


	
	Desirable

	
	· Level 5 CIPD qualified. 
· Coaching qualification.

	Experience 
	Essential 

	




	· Generalist HR experience covering full employee lifecycle.
· Experience of working in a multisite organisation. 
· Experience of interpreting HR legislation and translating into policy, procedure and practice.
· Experience supporting and advising on complex cases, including coaching managers through the process.

	
	Desirable

	
	· Designing and delivering procedural and soft skills training.

	Skills and Knowledge
	Essential 

	
	· Up to date knowledge of employment law & best practice.
· Strong interpersonal skills to be able to communicate effectively with multiple stakeholders.
· Ability to persuade and negotiate. 

· Excellent time management skills with the ability to manage multiple workstreams simultaneously.

· Excellent team player with the ability to work autonomously and use own initiative.
· Ability to remain calm under pressure.
Ability to deal with matters sensitive in nature.
Proficient use of Microsoft Office suite including Teams and SharePoint.
· Ability to analyse data and produce reports with recommendations.
· Patient, good listening ability and sensitive approach.

	
	Desirable 

	
	Confident in ability to learn bespoke software quickly

	Personal Attributes 
	Essential

	
	· Ability to demonstrate the Archdiocese mission, values and behaviours in day to day approach at work
· Discreet and highly confidential
· Proactive approach to continuous improvement 
· A flexible attitude to work and tasks undertaken
· Demonstrable commitment to continuous professional development
· Ability to travel to sites across the archdiocese for meetings and training 
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