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Job description

	Date: 2 November 2021
	


_____________________________________________________________________

	Department:

	Human Resources 

	Post number:

	HRRELPO001

	Section:

	Human Resources Operations

	Job title:

	Senior Human Resources Advisor (Employee Relations)

	Grade:

	Grade 9




Main purpose of job

To contribute to the development of policies, strategies and plans of an employee relations nature both with human resources and across the council, working to meet corporate objectives and values, working with management teams and corporate working groups as required, recommending strategic approaches or options based on research and appraisal.
To ensure employee relations policies are implemented, operated, and monitored, in compliance with relevant legislation and codes of practice.

To provide advice and leadership on employee relations matters including discipline and grievances; capability; attendance management; council terms and conditions; redundancy, and the employee relations elements of service design. 

To undertake and lead final stage investigations and hearings in relation to disciplinary, grievance, capability, attendance management and equal opportunity matters for user departments.

Summary of responsibilities and personal duties

1. Represent other more senior human resources staff in their absence and represent the unit and section as requested.

2. Represent the Principal Human Resource Advisor (Employee Relations), within the postholder’s sphere of responsibility, as and when required.

3. Assist with the development, implementation and evaluation of policies, strategies, guidance and plans of an employee relations nature across the council, working to meet corporate objectives and values, working with management teams and corporate working groups as required. 

4. Assist in researching, drafting, and implementing employee relations policies, procedures and to ensure that these operate in accordance with relevant legislation, and codes of practice. 

5. Develop protocols, guidance notes and updates to ensure the effective implementation of employee relations policies and procedures in user departments.  

6. Provide advice, support and training on employee relations issues to user departments.

7. Advise on terms and conditions and issue verbal and written guidance to user departments as necessary.

8. Provide advice to user departments on the implementation of the employee relations elements of service design.

9. Undertake and lead investigations, for example, discipline, grievance and other such issues as directed. 

10. Act, as directed, as the human resources representative on decision-making panels such as final stage disciplinary and absence panels, and Internal Appeals Boards.

11. Coordinate, attend, provide secretarial support and participate in consultative meetings with management and trade unions, and in particular to assist with consultation in relation to changes in council policy, procedures and guidelines or on the implementation of such changes through any forum established (e.g. Joint Negotiation and Consultation Committee (JNCC). 

12. Maintain an up-to-date knowledge of legislation and regulations affecting employee relations, equal opportunities matter and of human resources management good practice, and to advise senior managers accordingly. 

13. Contribute to the development, implementation, and monitoring of the employee relations unit action plan.

14. Assist with the analysis of statistical data and the preparation of reports and to develop databases, systems relating to employee relations matters.

15. Liaise with relevant statutory agencies and external organisations.

16. Ensure the accurate collation of relevant Freedom of Information (FOI) and Subject Access Request (SAR) responses, and statutory returns.

17. Contribute to and lead on work on project teams, consultative groups or other bodies as required.

18. Help foster and promote a good and harmonious working environment and an equality culture where diversity is recognised and respected and everyone is treated with dignity in the workplace.

19. Motivate and manage any staff that may be assigned to the post holder from time to time to ensure effective service delivery and to be responsible for reviewing and implementing a proper staff training and development programme. 

20. Participate in all induction and in-service training provided by Belfast City Council and in the induction and support of all newly appointed staff and other human resource management policies and procedures, as appropriate, including, absence management, disciplinary and grievance procedure.

21. Participate as directed in the council’s recruitment and selection procedures.

22. Act in accordance with the council and departmental policies and procedures including customer care, equal opportunities, health and safety, safeguarding and any pertinent legislation. 

23. Undertake the duties in such a way as to enhance and protect the reputation and public profile of the council.

24. Undertake such other relevant duties as may from time to time be required.


This job description has been written at a time of significant organisational change and it will be subject to review and amendment as the demands of the role and the organisation evolve.  Therefore, the post-holder will be required to be flexible, adaptable and aware that they may be asked to perform tasks, duties and responsibilities which are not specifically detailed in the job description but which are commensurate with the role.



Employee specification

	Date:
	15 July 2026


_____________________________________________________________________

	Department:

	Human Resources 

	Post number:

	HRRELPO001

	Section:

	Human Resources Operations

	Job title:

	Senior HR Advisor (Employee Relations)

	Grade:

	Grade 9


_____________________________________________________________________

Essential criteria

Qualifications and experience

Applicants must, as at the closing date for receipt of application forms, either: 
· have a third level qualification in a relevant subject, such as human resources, business studies or equivalent qualification, and be able to demonstrate on the application form, by providing personal and specific examples, at least one year’s relevant experience in each of the following areas;  
· or, be able to demonstrate on the application form, by providing personal and specific examples, at least two years’ relevant experience in each of the following areas:

1. providing expert advice and support on a range of employee relations matters[footnoteRef:1] to senior managers, customers and stakeholders.  [1:  Belfast City Council deals with the following matters in the Employee Relations Unit and examples given of ‘employee relations matters’ must be within these areas: Attendance management, discipline, grievance, capability, terms and conditions of employment, redundancy and work life balance.] 

1. contributing to the development, implementation and management of employee relations* policies, protocols or initiatives in line with statutory requirements and best practice; and
1. working with trade unions on complex employee relations* matters.


Desirable criterion

In addition to the above qualifications and, or experience, Belfast City Council reserves the right to shortlist only those applicants who, as at the closing date for receipt of application forms, have a Chartered Institute of Personnel and Development (CIPD) Post-Graduate Diploma in Personnel and Development, or an equivalent qualification and are full, current professional members of the CIPD, i.e. Associate, Chartered Member or Chartered Fellow.


Special skills and attributes

Applicants must possess the following skills and attributes which will be tested at interview:

Communication and influencing skills: the ability to draft reports, letters and memorandum on human resource issues. The ability to provide advisory communications with the capacity to address groups and meetings clearly, enthusiastically and effectively whilst listening to and addressing responses authoritatively. 

Technical knowledge: an understanding of human resources and employee relations issues, employment legislation and best practice. The ability to win the support of staff, trade unions and senior management on employee relations issues.

Analysis and decision-making skills: the ability to make decisions that affect human resources issues within the organisation whilst taking into account the views of others as part of the analysis needed during the decision-making process.

Customer care skills: the ability to manage customer relations and respond appropriately to the needs of managers, employees and other organisations with flexibility, tact and sensitivity when dealing with confidential and sensitive matters in a way which positively promotes the department and the organisation.

Team working and leadership skills: the ability to lead small working groups to achieve goals by encouraging all to contribute and by focussing on outcomes.

Research skills: the ability to undertake research and make practical recommendations for improvement based on best practice.

Work planning skills: the ability to plan and prioritise demanding workloads to ensure that tasks are completed within appropriate timescales while ensuring constant flow of work.

Political sensitivity skills: an awareness of the need to enhance and protect the image and profile of the council whilst avoiding actions that may adversely affect the council or its elected members.

Policy development skills: the ability to look ahead, assess options to contribute to policy development together with an awareness of the way a large and complex organisation works.

Equality awareness skills:  an awareness and commitment to equality of opportunity and diversity in employment and service delivery with a clear understanding of Section 75.
______________________________________________________________________________
Senior Human Resources Advisor (Employee Relations)
15/07/26
