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Job Description
HR Advisor








	Job Description

	
Job Title:
	HR Advisor 

	Pay Grade / Scale / Range:
	PO1 (Points 27-30)


	Benefits & Perks:
	Local Government Pension scheme, TOIL scheme, occupational sickness scheme

	Working hours:
	
36 hours 40 minutes – full year 

Ability to work the hours needed to meet all the demands of the job. This will include some hours outside of school hours which is an expectation of the role. 


	Location:
	You will be required to work at any site of the New Bridge Group

	Staff responsible to:
	Head of HR

	Staff responsible for:
	None

	Accountable to:
	Chief Executive Officer

	Probationary period:
	26 working weeks (applicable for new staff only)





HR Advisor – Central Team

	Main purpose of the post
To provide proactive, high-quality HR advisory services to leaders and staff across the Trust. The HR Advisor will be responsible for advising on a wide range of HR issues including employee relations, policy implementation, recruitment, and workforce planning, while ensuring compliance with employment law and Trust policies.




	
KEY TASKS – HR Advice and Support

1. Provide timely and accurate advice to senior leaders and line managers on HR policies, employment law, and best practice.
2. Lead and manage HR processes for your portfolio of academies including disciplinary, grievance, capability, absence management and performance issues.
3. Provide expert and consistent advice and guidance for leaders and managers. 
4. Draft and review correspondence and documentation for casework and employment matters.
5. Escalate complex or high-risk cases to the Senior HR Advisor or Head of HR where necessary.

	

	

	KEY TASKS – Employee Relations

1. Act as the lead HR representative in formal hearings (e.g. disciplinary, absence, capability).
2. To work with Trade Unions to ensure the continued development and maintenance of good employee relations, participating in formal and informal consultation and negotiation exercises
3. To carry out risk assessment e.g. wellbeing, maternity and other health related issues in conjunction with the school/service managers. 
4. Support early resolution of workplace issues through mediation and coaching.
5. Maintain records and trackers to monitor case progress and outcomes.


KEY TASKS – Workforce Administration 

6. Oversee and ensure the accuracy of contractual changes, staff records, and payroll notifications.
7. Contribute to the maintenance of the Single Central Record and safer recruitment compliance.
8. Analyse and report on staff data (e.g. absence trends, staff turnover).


KEY TASKS – Policy, Projects and Development

9. Assist in reviewing and implementing HR policies and procedures in line with legislation and Trust strategy.
10. Deliver or contribute to HR-related training sessions and briefings for staff and managers.
11. Support Trust-wide HR projects such as organisational change, staff engagement, and wellbeing initiatives.
	

	
	



	Standard Duties


	

	1. To work across the New Bridge Group if required.
2. To understand the importance of inclusion, equality and diversity, both when working with students and with colleagues, and to promote equal opportunities for all.

	
	3. To uphold and promote the values and the ethos of Newbridge Multi Academy Trust.

	
	4. To implement and uphold the policies, procedures and codes of practice of the Group, including relating to customer care, finance, data protection, ICT, health & safety, anti-bullying and safeguarding/child protection.

	
	5. To take a pro-active approach to health and safety, working with others in the Group to minimise and mitigate potential hazards and risks, and actively contribute to the security of the Group, e.g. challenging a stranger on the premises.

	
	6. To participate and engage with workplace learning and development opportunities, subject to the Group’s training plan, working to continually improve own performance and that of the team/Group.

	
	7. To attend and participate in relevant meetings as appropriate.

	
	8. To undertake any other additional duties commensurate with the grade of the post. 




	Contacts

Colleagues within the Group, staff of other education and healthcare professionals, union colleagues and visitors to the school. 




	Responsible to:

	Head of HR

	Responsible for:

	Not applicable




	Special Conditions:

An enhanced Disclosure and Barring Service (DBS) check is required for this post 




	
	DATE
	NAME
	POST TITLE

	PREPARED

	24/07/2025
	Kayleigh Davies
	Head of HR

	REVIEWED

	
	
	

	REVIEWED
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	Criteria 
	Essential 
	Desirable
	Assessed

	Qualifications 

	CIPD Level 5 qualified or equivalent
	X
	
	Certificate 

	GCSEs or equivalent in English and Maths
	X
	
	Certificate

	CIPD Level 7 or working towards
	
	X
	Certificate

	Degree in HR or related field 
	
	X
	Certificate

	Experience

	Significant experience in a generalist HR role
	X
	
	A/I/R

	Experience managing or advising on ER casework
	X
	
	A/I/R

	Experience advising managers on employment law and policy application
	X
	
	A/I/R

	Experience in education sector or LA
	
	X
	A/I/R

	Experience delivering training or workshops
	
	X
	A/I/R

	Knowledge and Skills

	Strong understanding of UK employment law and HR best practices
	X
	
	A/I/R

	Familiarity with safer recruitment and safeguarding responsibilities
	X
	
	A/I/R

	Knowledge of education sector pay and conditions (e.g. STPCD, NJC, Burgundy Book)
	
	X
	A/I/R

	Excellent written and verbal communication skills
	X
	
	A/I/R

	Ability to work independently and make sound judgements
	X
	
	A/I/R

	Strong interpersonal skills and ability to influence stakeholders
	X
	
	A/I/R

	Skilled in MS Office and HR information systems
	X
	
	A/I/R

	Highly organised with ability to manage multiple priorities
	X
	
	A/I/R

	Ability to analyse data and prepare reports for leadership
	
	X
	A/I/R

	Personal Attributes

	Calm, resilient, and emotionally intelligent
	X
	
	A/I/R

	Empathetic with a firm and fair approach
	X
	
	A/I/R

	Passionate about improving staff wellbeing and outcomes for students
	X
	
	A/I/R

	Values-driven 
	X
	
	A/I/R

	Collaborative and reflective practitioner
	X
	
	

	Ability to inspire and mentor others
	X
	
	A/I/R

	Professional, proactive and solution-focused approach
	X
	
	A/I/R

	Willingness to travel to academies within the Trust
	X
	
	A/I/R



 
Assessment Key:

Certificate = Production of the applicant’s original certificates

A = Application Form            I = Interview       R = References (professional) 
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