    

	Job Title:  People Advisor
	Site:   Bradgate Bakery

	Reports To:   People Lead
	Date Prepared:  January 2021

	Job Purpose

	The People Advisor role is to:
· Work in conjunction with the wider People Team and key stakeholders across the business to provide a practical and proactive HR advisory service
· Foster, grow and encourage greater self-sufficiency within the management population
· Uphold the Company values and champion the desired ways of working whilst ensuring consistent application of people processes

	Key Responsibilities 

	
The People Advisor plays a critical role.  Their guidance, advice and customer-centric solutions support and mentor Managers through all aspects of the people remit.
· 
    Day to day responsibilities of the People Advisor include:

1. Coaching, mentoring and supporting the development of Managers to upskill - at all levels.
· 
· Building strong collaborative relationships is critical.  You will be actively encouraging Managers to 
· make purposeful decisions, with relevant, timely outputs.   Working collaboratively with L&D 
· colleagues you will help to identify further opportunity for learning interventions and improvement. 
· 
2. Supporting and coaching Managers through disciplinary and grievance cases
Responding in line with Group and statutory policy, you will case manage these processes from beginning to end whilst providing knowledgeable, practical support and guidance to support Managers to reach a resolution. 
3. Provide advice to employees and people Managers with regard to employment related issues. 
Be able to advise on all employment related issues, including Maternity, Paternity, Shared Parental Leave, Flexible Working etc. Managing each case and supporting managers through the process
4. Managing absence cases of long- and short-term duration 
Proactive case management of all long term and short-term absence. Provide guidance to managers to enable effective absence management, in conjunction with Occupational Health, to ensure a consistent and fair approach, whilst encouraging greater manager accountability and direct involvement in the process. 
5. Managing all aspects of the recruitment process
This is a central function activity, and you work collaboratively with them.
6. Supporting the business and wider People Team with managing change processes

7. Providing KPI data and metrics to support activity
Collate and interpret key performance information on a monthly basis e.g. absence and health surveillance, in order to assist in driving performance levels forward. Highlight key information and put action plans in place. Monthly reporting on absence and health surveillance statistics to key stakeholders. 
8. Carry out quarterly and yearly Audits for on-site Agency to ensure compliance.

9. Extensive project-work opportunities
To include the People Model Bakery payroll and HR software implementation, supporting upskilling of Manager capability


	Qualifications
	CIPD Level 5, working towards or sufficient work experience

	Desirable

	Work Experience
	Strong practical HR skills with broad generalist operational 
Experience

Experience of manipulating, reporting and presenting.
Data from HR/Payroll software and other data sources

E Experience of working with varied ER casework

Ability to work unsupervised and use initiative 

Minimum of 2-3 years’ experience at a similar level

Food industry or manufacturing experience
· 
	Essential


Essential


Essential

Desirable

Desirable

Desirable

	Knowledge/Skills
	Excellent relationship-building skills
Effective communication skills across all levels
Strong organisational skills with the ability to prioritise effectively to meet deadlines
High attention to detail
Excellent written and spoken English

Sense of humour

Make sound and informed decisions, consider policy and legislation. 
Be able to challenge peoples thinking and see things from a different perspective and help people understand the risks. 

Self-starter, taking accountability to make things happen
	



Essential



	Computer Skills
	Microsoft office packages

Excel – able to us it to get the best from raw data. Pivot tables and V-look ups skills are beneficial. 

HR/Payroll software
	Essential 

Desirable 

Desirable

	Key stakeholders
	People Team colleagues including Learning and Development Team and Payroll

Recruitment agencies based on-site


Within the Bakery
Production Managers, Area Managers and Team Leaders, Technical Team, Quality Assurance Team and Engineers

Around the business
All office functions including Food to Go, Commercial, Finance, Planning. People Payroll and People Portal Team.
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