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	Job Title:

	People & OD Adviser 

	Reports To:

	People & OD Manager 




	1. Job Purpose            

	To provide professional HR services and support across a wide range of people and OD areas and assist in shaping the future workplace for the Commission.




	1. Dimensions

	There are approximately 83 staff employed in the Commission with various work patterns and working arrangements, including hybrid working. 
The Commission’s office is based in Edinburgh, but we are a national organisation with practitioner and engagement staff work across Scotland. 
The staff group includes senior managers, doctors, nurses, social workers, researchers, administration, communication, engagement, IT, finance and business professionals.
Due to the small size of the organisation, this post has a wide variety of tasks in supporting the Commission’s People & OD Team. The team provides a comprehensive service across the full range of HR areas including recruitment & selection, induction & training, employee engagement, health and wellbeing and equality, diversity and inclusion.




	1. Role of the Mental Welfare Commission for Scotland

	We protect and promote the human rights of people with mental illness, learning disabilities, dementia and related conditions
 
We do this by:

· Checking if individual care and treatment is lawful and in line with good practice                                             
· Empowering individuals and their carers through advice, guidance and information
· Promoting best practice in applying mental health and incapacity law
      Influencing legislation, policy and service development



	1. Key Result Areas


	
1. Manage recruitment and provide specialist advice and guidance on all aspects of the process in line with the agreed policies and procedures and statutory frameworks, ensuring that recruitment requirements, from advertisement until an employee’s commencement in post and induction, are completed in an efficient, customer focused way. This includes ensuring relevant pre-employment checks and legal compliance requirements are met.

2. Advise and support managers and staff on areas of employee relations, including policy advice, attendance management, performance appraisal, occupational health and wellbeing, terms and conditions and preparation of contracts, inductions and exit interviews. Manage first stage and informal absence, performance and discipline and grievance cases, seeking advice from People & OD Manager where necessary. 

3. Drive forward the continued development and implementation of any HR systems in use at the Commission, including YouManage and Oracle. Ensure that HR and Workforce data is updated, that support and training for managers and staff on the system and new applications is available and be able to fully use the system in the preparation of HR reports to deliver comprehensive management and workforce information.

4. Support the People & OD Manager where required in helping with research/project/performance measures of HR work that contributes to the provision of a quality and professional HR service and in keeping with best practice.

5. Undertake HR policy review work, researching, drafting and revising policies and participate in consultation exercises, co-ordinate policy implementation and the embedding of work procedures and processes to support policies and ensure legal compliance.  

6. Participate in programmes of work in support of Equality, Diversity and Inclusion across the organisation. 

7. Contribute to the Learning and Development and Organisational Development agenda including the design, delivery, and evaluation of training interventions, in order to meet the developing needs of the organisation and take an active role in the promotion and development of the Learning Management system and development of new e-learning modules and maintenance and roll out of the system. Facilitate and co-ordinate training records and bookings as required.

8. Develop professional networks with other organisations to allow sharing of best practice and continuously improve HR practices and processes and bring new insights and ideas to support the organisation. 

9. Carry out HR administration across the employee lifecycle of activities and oversee the effective management of HR records and systems ensuring compliant records management and efficient and accurate HR administration.






	

	5. Planning and Organising

The postholder will for the most part manage their own workload on a day-to-day basis with limited supervision.

Project and non-routine work will be subject to direction from the People & OD Manager.
Priority work areas will be determined by a combination of objectives and on-going demand led requirements.

Review of work will be in accordance with the performance management arrangements

                                                                                                                                                       



	6. Internal and External Relationships

	The role involves a high level of verbal and written communication skills working supportively with staff and managers at all levels throughout the organisation. 

Internal

Supports and enables the development of effective working relationships and consultative communication processes with managers and staff.

Provides professional and timely HR advice and support to managers. 

Works with the Head of Culture and Corporate Services in embedding organisational values and across HR/OD areas of work as required.

External

HR networking groups and other organisations to establish and maintain networking.

Training providers –to source and book training to ensure that all staff have the opportunity to attend training courses as part of their CPD.

Occupational Health Department to discuss employee health and well-being issues.

Scottish Public Pensions Agency for pension information and updates.

Recruitment agencies – liaison on short-term recruitment projects.

Media platforms and employment organisations to advertise job vacancies and attract candidates.

Job applicants and external interview panel members to promote good relations and co-ordinate recruitment.

Provider of HR Management system, Learning Management system and Staff Benefits portal for knowledge updates, active management of systems and promotion to staff and managers.


	7. Most Challenging Aspects of the Job

	Working in a small organisation requires adaptability and flexibility to meet a variety of competing priorities. The ability to be able to manage time effectively and to take ownership of tasks is essential.  
 




	8. Skills/Qualifications and Experience

	· Degree level qualification or equivalent experience/competence
· CIPD qualified or equivalent experience
· Proven generalist HR experience at HR Adviser level
· Self-sufficient with the experience and ability to manage the majority of day-to-day operational HR matters without supervision
· Experienced in managing the end-to-end recruitment and selection process
· Sound knowledge of employment legislation and HR practice
· Experience of writing and updating HR policies in line with best practice 
· Knowledge and experience of HR administration and records management 
· Interpersonal, communication and influencing skills
· Organisational, time management and prioritisation skills
· Team working skills
· Proficient in use and implementation of a range of HR information systems & MS Office packages







