JOB VACANCY: HR ADVISOR

This role reports to the Group HR Manager to help and support line managers with employee issues on
a day to day basis. The post holder will help our organisation run smoothly by ensuring that all
company processes are compliant with employment regulations and that all personnel act in line with
company policies. A large part of the job involves supporting current staff by dealing with any
employee grievances or conflicts.

The post holder must have proven experience in HR and be able to effectively communicate and
actively listen with all levels of the organisation.

LOCATION: Liverpool
CONTRACT TYPE: Permanent

HOURS: 37.5 hours per week, 7.5 hours per day between the hours of 09:00 and 17:00

KEY RESPONSIBILITIES:

e Supporting the Group HR Manager to deliver people-related processes, vision and strategy across
the company, aligned with the law

e Coordinating and supporting the recruitment process

¢ Onboarding newcomers to the company and perform staff inductions

e Providing the necessary support systems for payroll requirements

» Assisting with the performance management and review process

e Maintaining systems to keep employee records updated in line with GDPR

e Maintaining awareness of employment law

» Participating in disciplinary, grievance, conciliation and mediation meetings, ensuring that
investigations and any actions, disciplinary or otherwise, are properly conducted, documented and
recorded

e Supporting the site management teams with day to day HR issues

e Supporting other colleagues within the business to resolve challenging issues related to the
employment and dismissal of staff

* Supporting the company’s employees with challenges that relate to their welfare and employment
with the business

¢ Delivering the occupational health programme at each site

» QOverseeing the holiday administration

* Overseeing staff attendance and absence monitoring.

e Providing detailed HR reports to senior management teams.

e Ensuring training is up to date in line with Learning and Development

» Administering all employee-related paperwork, such as employment contracts, new starter packs, or
formal notices of termination

e Administering financial elements such as payroll, compensation and benefits, and pension schemes
as required
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GENERAL RESPONSIBILITIES:

Working closely with the Group HR Manager and the HR department to ensure consistency and
application of all HR policies and procedures

Attending at and travelling to all Company sites as required

Carrying out any additional duties that may be reasonably requested from time to time
Complying with Company policies, procedures and quality standards as defined on the Integrated
Management System (IMS) and the post holder’s terms and conditions of employment

PERSON SPECIFICATION

Experience: Experienced and accomplished HR professional with at least 3 years’ experience in this
role and a CIPD professional qualification.

Drive Results: Highly motivated, enthusiastic and dedicated with a can-do attitude and the drive
and commitment to consistently deliver challenging targets.

Collaboration: Work closely with the Group HR Manager and the HR department to build
partnerships across the business to meet shared business goals.

Mentor / Coach: You must be comfortable in offering advice across the business to both your peers
and junior employees and have well developed people management skills. You should be motivated
to support the development and performance of others.

Communication skills: Excellent communication skills are required, including the ability to listen and
effectively verbalise ideas. Able to listen attentively and respond clearly showing empathy and
understanding in dealing with others, both in face to face conversations and on the telephone

Team Player: A confident, dynamic and supportive team player. At all times remain supportive to the
whole team and display a positive outlook.

Honest & Trustworthy: Strong sense of ethical and professional behaviour ensuring confidentiality
and ethical standards

General skills: You need to be able to oversee and perform all HR administrative duties required in
the HR department in line with employment law and company policies and procedures.

KEY COMPETENCIES

Excellent people skills

Ability to develop good working relationships with colleagues and other business contacts

Handle highly confidential information in an honest and trustworthy way

Excellent time management and organisational skills

Ability to work under pressure using own initiative, managing multiple tasks and meeting deadlines
Clear effective communicator; in person, in writing and on the telephone

ESSENTIAL SKILLS

A degree or equivalent professional qualification in Human Resources or related field
Professional membership of CIPD

Proven working experience as a HR professional with at least 3 years’ experience

A people-oriented and results-driven individual

Being a good communicator and being an active listener while having the ability to negotiate and
present skills effectively

Being competent at building and managing interpersonal relationships at all levels of the
organisation

A working knowledge of employment law and human resource management practices

Full clean driving licence
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» Excellent literacy and numeracy skills

o |T Literate with the ability to use a range of packages applicable to the role

¢ A working knowledge of Health & Safety rules and regulations, Environmental and Quality
Standards, Learning and Development

DESIRABLE SKILLS
o Experience of working in a similar industry/environment

APPLICATIONS:

Please either complete an application form or email your CV and covering letter to:
recruitment@s-norton.com

Alternatively, please post your covering letter and CV to:
Tatenda Dlamini, S Norton, Bankfield House, Regent Road, Liverpool L20 8RQ

POSTED: MARCH 2023.
NO AGENCIES PLEASE.
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https://www.s-norton.com/wp-content/uploads/2013/01/S_Norton_Job_Application_Form_V10.pdf
mailto:recruitment@s-norton.com

