Brighton Dome & Brighton Festival 

JOB DESCRIPTION


Job Title: 				Human Resources Adviser

Reports to: 				Human Resources Director

Department:				Human Resources

Job Purpose: 	To provide professional HR advice, guidance and support to managers and staff in BDBF and to ensure the provision of an effective generalist HR Service to all customers.

Principal Accountabilities:

1. To ensure that BDBF employment policies, procedures and the Staff Handbook are kept up to date in accordance with employment legislation and that they are relevant to the organisation. When requested undertake research to develop existing policies and procedures.
2. To undertake all HR administration required to ensure that the HR system (Staff Savvy) is maintained accurately, and that staff receive employment contracts or amendments to contracts as required.
3. To ensure that BDBF’s Recruitment & Selection Policy is followed by managers during the selection process, to provide advice where necessary, upload adverts to our external website and other required websites, undertake recruitment administration and to deliver training to managers as required. 
4. To provide advice to managers on any employment related issues for BDBF staff e.g. maternity, paternity, shared parental leave, annual leave, sabbaticals, contract related issues etc.
5. To liaise with the finance department on all matters relating to payroll e.g. contracts, pay, pension, maternity and sickness. 
6. To maintain and develop management information including the provision of quarterly reports on sickness and equalities information and other reports as required.
7. To offer initial advice to managers in dealing with performance, disciplinary or grievance issues. 
8. To process online DBS checks for BDBF staff as required ensuring that the relevant checks are undertaken and recorded on the HR system.

9. To ensure that training requested and undertaken is recorded on the HR system and that invoices are processed as appropriate.

10. To ensure that new members of staff are taken through the staff handbook/ policies and procedures when they join us as part of their induction process.

11. To carry out any other duties as may be required by your line manager.

12. To carry out all duties in accordance with our Health & Safety and Equalities policies.


Brighton Dome & Brighton Festival

Person Specification


ESSENTIAL CRITERIA

· To be studying or willing to study for the CIPD Level 5 qualification 
· Some experience of working in a busy HR team.
· An understanding and appreciation of how to deliver an outstanding HR service.
· Some experience of advising managers on employee relations issues.
· An understanding and knowledge of employment legislation.
·  Excellent organisation, administration and time management skills
·  Able to work accurately, with excellent attention to detail 
· Computer literate, skilled in using excel spreadsheets, creating word documents and designing presentations using powerpoint.
· Excellent written and verbal communication skills.
· Able to integrate high quality customer service with day-to-day work.
· Comfortable working with data and ensuring confidentiality at all times.
· Proven organisational skills, able to work unsupervised and use own initiative 
· Able to manage multiple conflicting priorities

OUTLINE TERMS AND CONDITIONS

Hours:	30hours per week, days/hours to be worked are flexible 
Contract Term: 	Permanent 
Salary:	£27,000 per annum, pro rata i.e. £21,891.89 per annum for 30 hours per week
Pension:		Access to Aviva pension scheme
Holidays:		25 days annual leave per annum, plus 8 Bank Holidays 
Notice Period:	2 months












Structure Chart for HR Team:
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