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Job Outline


	Post No. :
	3015
As per Vision HR system if existing post

	Post Title:
	Recruitment and HR Support Advisor

	Directorate:
	Chief Executive

	Division:
	Human Resources

	Section:
	HR Systems, Recruitment and Safeguarding Team

	Reports To:
	Recruitment  and HR Support Team Leader (5852)

	Location:
	Number One Bickerstaffe Square

	DBS Status:
	None

	Grade:
	Grade D


	Role Purpose

	The post holder, reporting directly to the Recruitment and HR Support Team Leader, will be responsible for managing their own workload which will cover the full recruitment process, employee changes and terminations to a specified area including directorates/schools/external customers.

The post holder must ensure the services provided to internal managers and external customers (Schools) are carried out in timely and professional manner, ensuring that managers are fully supported and are working within the confines of the policies and procedures.


	Main Duties and Responsibilities

	The post holder will be responsible for managing their own workload which will include recruitment, employee changes and terminations for their specified area. 

Recruitment

· Providing managers with advice and guidance on recruitment issues and assistance in the completion of recruitment submissions. Knowledge of the policy and procedures will be required.

· Advertising posts on www.greater.jobs and other media sources as required. Ensuring adverts pass through the appropriate stages to provide employees on notice and at risk of redundancy with appropriate priority of securing alternative employment.

· Creation of new starters and actioning of transfers on the iTrent system to meet payroll deadlines, ensuring the correct allowances, enhancements, protections and deductions are in place. Accuracy and confidentiality is imperative as this involves inputting of bank detail, pay details and other personal information.

· Processing, chasing and recording of all pre-employment checks including: 

· Medical clearances – on behalf of occupational health to ensure applicants are fit to work
· Safeguarding DBS (CRB) checks – this involves the roll out of the new electronic system increasing the speed of checks to safeguard children and vulnerable adults
· References – contacting external individuals for references
· Asylum and  Immigration – ensuring the correct documentation is in place to avoid fines

· Qualifications checks – ensuring essential criteria of advertised posts are met 
· Outstanding checks have to be followed up and on occasion escalated and risk assessed.

· Issuing and re-issuing of contracts/Statement of Particulars within the statutory period.
Employee Changes and Terminations

· Changes to hours, working weeks, allowances, deductions, etc. must be processed on the system to specific payroll deadlines to ensure employees are paid correctly and to minimise the risk of overpayments. Letters must be issued to employees informing them of/confirming the change.

· Terminations must be processed on the system by deadline dates to prevent overpayment of salary. The appropriate action must be taken to provide the leaver with pension forms and exit interviews.


	Qualifications
	Please mark which are Essential or Desirable 
	E/D

	· GCSEs/NVQ 2/ Level 2 Diploma or equivalent qualification, including Maths and English

· Basic ICT qualification (e.g.  Microsoft Office 365, ECDL)
· NVQ3 or equivalent qualification, e.g. Certificate in  Personnel Practice 
	E

E

D


	Knowledge, Skills and Experience 
Required
	Please mark which are Essential or Desirable 
	E/D

	· Excellent ICT skills and experience of Microsoft office
	E

	· Attention to detail when inputting bank details, personal details and verifying documentation.
	E

	· Confidence and ability to communicate clearly and effectively with applicants, recruiting managers, head teachers and business managers.

	E

	· Ability to manage a busy workload covering multiple activities in a timely manner and to deadlines
	E

	· Knowledge and experience of the iTrent system 
	D

	· Knowledge and experience of the Greater Jobs website/system for advertising and creation of workflows 
	D

	· Knowledge of current safeguarding practices
	D

	· Knowledge of recruitment policy, process and procedures
	D


	Vision and Values

	Our Priorities

We have two priorities:

· Priority one - The economy: Maximising growth and opportunity across Blackpool

· Priority two - Communities: Creating stronger communities and increasing resilience

Our Values

We aim to:

· Deliver quality 

· Be fair 

· Be accountable 

· Be compassionate 

· Be trustworthy 


	Equal Opportunities: 

We do our utmost to ensure that here is no unjustified discrimination in the recruitment, retention, training and development of staff on the basis of their age, sexuality, religion or belief, race, gender or disabilities.


