Appendix 3 to CCTV policy

	Job Description: Temporary HR Advisor / Senior HR Advisor 
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Department: HR

Job role overview: 
· To provide high‑quality, professional generalist HR support to the Company, acting as a key point of contact for employee relations matters, HR policy application, and HR project delivery.
· To work collaboratively with the HR Team in delivering HR expertise to managers across the business.
· To ensure HR legal compliance and contribute to enhancing HR processes and documentation.
· To support and lead HR projects that align with business priorities.
· To operate effectively across Head Office, Design, Engineering and the Factory within a manufacturing environment.

Location: Hinckley, Leicestershire

Duties:
· To act as a first point of contact for advising the Company on HR related matters with professional advice and efficient and effective support.
· Build effective working relationships across the business, acting as a trusted HR contact for managers and employees.
· Ensure the HR Database, documents, policies and records are maintained, are accurate and comply with legislation, including GDPR.
· To assist with creating and maintaining policy, procedure and effective stakeholder management, in line with Company culture. Where applicable to put this out company wide and educate stakeholders in the required area, which may include training and development via different mediums. 
· To identify training requirements and to assist with employee development through training and development and appraisals.
· To assist with monitoring absence across the business and to address absence concerns with managers, providing guidance and support as appropriate. 
· Manage complex absence cases, including long-term absence, working with third party Occupational Health Occupational Health and other medical specialists where required.
· To work with informal and formal resolutions with employee relations and casework, for example investigations, disciplinary hearings, grievance hearings, capability and performance management, probations, medical cases and suspension, in line with the Company’s policies and the law. Supporting and coaching the key stakeholders through the process.
· To undertake informal and formal meetings, which may involve leading, training or supporting in the meeting.
· To undertake flexible working, maternity, paternity, shared parental leave and adoption processes.
· To complete complex contracts of employment.
· To advise on the payroll processes, reporting, holidays and additional holidays, references and appraisals, in line with best practice and HR guidance.
· To undertake and assist with projects as required.
· Any other ad-hoc duties as required by your Manager.
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	Person Specification: Temporary HR Advisor / Senior HR Advisor 
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	Essential
	Desirable

	Qualifications and Attainments
	Level 5 CIPD qualification or equivalent practical attainment. 

	

	Professional Experience and Skills
	Experience in a generalist HR role, including managing ER casework independently.

Experience leading formal meetings and supporting complex investigations.

Strong knowledge of UK employment law and an ability to apply it confidently.

Strong understanding of confidentiality and data accuracy.

Proficient with Microsoft Office (Word, Excel, Outlook).

Good commercial awareness.

	Experience of working within an automotive /manufacturing environment.



	Personality and Motivation
	Highly organised, accurate and detail focused. 

Confident, adaptable and capable of managing multiple priorities. 

Excellent interpersonal, written and verbal communication skills. 
Resilient and calm under pressure. 

Self‑motivated, proactive and solutions driven. 

Able to work collaboratively and independently. 

Comfortable working with stakeholders at all levels.

	

	Circumstances
	Flexibility in working hours when required.
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