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Job Description 
	Job Title
	Assistant Human Resources Officer 

	Grade
	Band G

	Reporting To
	HR Operations & Resourcing Manager / Recruitment & Resourcing Manager

	JD Ref
	CSUP0033G


	 
Purpose

Provide professional advice and guidance to employees and managers in relation to the operation of Human Resources (HR) policies, procedures and processes. The role will support HR Business Partners and HR related projects that enable the Council to deliver its service priorities. AHROs may be placed in any team within HR during their employment. They are expected to learn, develop skills and be able to perform the generic duties plus those required in specific teams below. 
Main Duties And Responsibilities

HR Operations Team 
· Support the HR Operations & Resourcing Manager/HR Business Partner with organisational change and HR related projects to deliver strategic Directorate HR priorities, including maintaining and monitoring ‘posts and people’.
· Support the HR Operations & Resourcing Manager with the development of HR Operations practice and ensure the operation of the process is effective, timely and efficient to meet the Council’s needs. 
· Provide advice and support to Managers, in implementing and managing organisational change, including restructures, job role design and movement of employees plus straightforward employee relations cases including redeployment in accordance with policy and legislation.
· Facilitate the placement of authorised agency workers.

Recruitment Team
· [bookmark: _Hlk208574357]Support the Recruitment & Resourcing Manager with the development of recruitment practice and ensure the operation of the process is effective, timely and efficient to meet the Council’s needs. 
· Work with the HR Business Partner and managers to identify appropriate resourcing requirements and implement the most effective solution to meet the business requirement. 
· Provide advice and support to managers and employees on the redeployment of talent within the organisation.

Resources Team
· Support the HR Operations & Resourcing Manager with the development of employee contractual administration and practice and ensure the operation of these processes are effective, timely and efficient to meet the Council’s needs. 
· Process employee contractual changes / payments accurately and efficiently within agreed timescales. Advising on correct application of processes and payments.
· Deal with complex employee contractual issues, using knowledge and experience to satisfactorily resolve.
· Collaborate with HR teams and Payroll to ensure accurate maintenance and delivery of employee contractual changes, legal compliance and / or in accordance with local conventions.
· Provide employment and financial references on behalf of the Council.
· Administer the Council’s DBS system and maintain DBS data within the HR & Payroll System. Producing monthly reports.

Behavioural:
· Enjoy, achieve, create impact, and thrive in the role and organisation.
· Live our values in the role and organisation.
Communication, Engagement and Training: 
· Promote consistent operation of corporate standards across the Council in relation to HR activities. 
· Represent HR on corporate internal/external change projects, attending meetings as required.
· Provide advice and guidance on terms and conditions of employment for Council staff.
· Deliver relevant training to Managers and supervisors as and when required.
· Undertake relevant professional training/development and other learning activities as required.
Data Analysis and Decision-Making: 
· Ensure all HR casework systems are maintained accurately and efficiently.
· Produce HR management information from various sources to identify trends and issues. 
· Undertake Job Evaluations using the Council’s schemes, local conventions, internal & external benchmarking and provide advice and guidance on any subsequent pay and grading issues.

Performance Management: 
· Deliver a high-quality proactive customer focused service, in line with agreed performance indicators.
· Support a range of projects relating to the Council’s People Strategy and plans. 
· Support the research, development and implementation of new policies, procedures and processes.



Compliance: 
· Adhere to and comply with all relevant corporate policies and procedures including Health & Safety, General Data Protection Regulations (GDPR), Corporate Governance and Code of Conduct.
· Process and countersign DBS applications to ensure correct eligibility and completion.
· [bookmark: _Hlk142571170]Facilitate the timely completion of Freedom of Information (FOI) and Subject Access Requests (SAR).

Other: 
· Any other duties commensurate with the grade. 
[bookmark: _Hlk80364490]
Role Specific Knowledge, Experience And Skills

Qualifications
· Level 3 CIPD qualification.

Knowledge & Skills
· Ability to understand and interpret HR procedures and practice (including best practice).
· A good understanding of current and changing employment legislation. 
· Effective interpersonal skills and ability to build positive working relationships. 
· The ability to understand and interpret various pay and terms and conditions of service. 
· A good understanding of GDPR requirements in relation to HR practice. 
· Ability to plan and prioritise work, whilst remaining flexible to changing demands. 
· Good written and verbal communication skills. 
· Desirable: Ability to use HR system(s) to access and maintain data.
· Desirable: Understanding of the Council’s HR policies and procedures. 
· Desirable: A good understanding of the current issues impacting on the HR function. 
· Desirable: Ability to research, analyse and reason logically to produce options / outcomes. 
· Desirable: Able to produce reports for various audiences. 
Experience
· Working in a human resources environment. 
· Providing advice to managers on non-complex HR issues to ensure effective resolution. 
· Contributing to the revision and introduction of new HR policies and procedures. 
· HR projects / programmes and implementing new initiatives. 
· Working with external agencies and partner organisations. 
· Producing HR statistical reports for senior managers.
· Co-ordinating and supporting HR projects, training and events.
· Desirable: Developing / delivering training on HR related issues to operational managers. 
· Desirable: Liaising with external organisations in relation to HR issues 
· Desirable: Contributing to and writing reports for various committees and management teams
· Desirable: Working in an HR helpdesk environment.

Additional Information 

Ability to travel across the Borough and work from various locations. 
Work hybrid, with a flexible working approach to accommodate service needs.
On occasion, able to work outside traditional hours, of a weekend and evening as required, adopting a flexible working approach in response to business requirements.
Health & Safety Considerations: 
· Work with VDUs (Video Display Unit) (>5hrs per week)
· Exposure to persons with challenging or aggressive behaviour
Approved By: Mark Dale, Assistant Director: People & Organisational Culture

Date Of Approval: 4th June 2026
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