LONDON BOROUGH OF LEWISHAM
JOB DESCRIPTION
	Designation:
	HR Officer ( Generic)

	Grade:
	SC6 

	Reports to 
(Designation):
	Learning and Development Manager 
	Grade:
	PO 5

	Directorate:
	Resources and Regeneration

	Section:
	Human Resources


___________________________________________________________________
Main Purpose of the job: 
To be responsible for providing a comprehensive, effective and professional HR support service.  

With particular responsibilities for assigned groups of services, for which you will be the “subject matter expert” you will also be required to cover additional services across the whole of HR to include recruitment, contracts & clearances, learning and development, HR management information, HR Advisory roles, outplacement support and structures maintenance to ensure continuous high level service to our customers.  
__________________________________________________________________
Summary of Responsibilities and Personal Duties:
Generic Tasks

To develop and maintain systems and processes enabling HR to provide accurate, high quality, reliable management information for a variety of audiences and purposes. 
To act as a system “Super User” for HR systems ensuring governance and processes are in place for data integrity, quality, and appropriate and timely updates.

To assist with the development and maintenance of the HR intranet pages and a “manager’s portal” 

To organise and maintain the content of the HR sharepoint sites maintaining confidentiality and integrity of the sites by applying and maintaining organisational, legislative and security controls. 
To assist with the delivery of training sessions to all Council employees on the use of various HR and recruitment systems 
To provide continued intranet development to ensure customers have user friendly, informative, up to date information
To maintain the security, confidentiality and integrity of information systems, across the Council.

Provide first line of support and advice to customers with queries on any HR Systems, addressing and resolving data quality issues.
To undertake the completion of FOI requests and projects 
To undertake HR related projects as needed.

Assist with the organistion of the ‘Welcome to Lewisham’, redeployment and outplacement sessions.
Keep up to date with the latest developments and best practice for HR, employment legislation, policies and  systems in general and in own area of expertise 
Update the Councils intranet pages in relation to HR matters
HR Advisory
To maintain and respond to the general HR advice line, generic HR email inbox and HR single point team emails, providing comprehensive HR advice.
To represent HR at redeployment interviews ensuring sound recruitment proceedrues are adhered to, to avoid potential employment tribunal claims. 
To support the HR Advisory team and HR Business Partners with the full range of HR services including updating the casework systems as necessary.  

To be the lead officer in terms of HR Advise for an appropriate service area.

To support the HR Advisory team in managing absence related cases. 
Learning & Development
To provide monthly budget information on spend, actuals and forecast figures to managers to inform planning and communication with the business

To identify learning & development providers, assisting with commissioning & costing of programmes, keeping abreast of associated costs for programmes and ensuring rigour and value for money 

Management Information
To provide support with the design and production of management information and HR system projects.   
To be responsible for preparing and manipulating statistical management information using data from all HR systems to inform the business, respond to surveys, FOI’s and ad hoc queries from external organisations.
Investigate problems in the reports and contribute to the recommendation of improvements to information systems and business processes. 
Recruitment
To undertake  recruitment administration functions in the absence of the Recruitment Administrator. This includes, creating shortlisting packs, interview packs, arranging interviews, liaising with managers and applicants, administering payroll and ‘casuals’ paperwork and dealing with general recruitment enquiries.

To compile monthly agency and permanent recruitment figures. This includes,  ‘time taken to recruit’ statistics and ‘agency spend’ figures.

To support the introduction and development of new or up dated systems.
.

Structures

To be the technical expert and the main source of support for the HR database in respect of the maintenance of the Council’s organisational structure charts.  

 Liaise with Advisers and Managers to ensure structure charts are kept up to date.
To produce post ID numbers and structure charts as requested.  

To be responsible for the monthly review and revision of the Council’s directorate structures publicised on the Council’s internet and intranet.  
To have knowledge of the Myview self service system and the impact on structures on the various modules within the system, eg annual leave, PES, training etc
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Person Specification
Knowledge
	1
	High level knowledge and proficiency in general IT systems, particularly database, spreadsheet and website management
	S

	2
	High level of knowledge of relational databases and how to extract data 
	

	3
	Up-to-date with local and national HR policy, practice and developments in order to make recommendations for process and system improvements
	


Aptitude 
	4
	Take responsibility for organising own work effectively and delivering results
	S

	5
	Recognise the need for action or change, and take appropriate action 
	

	6
	Provide concise and accurate written and oral information
	S

	7
	Ability to analyse complex information, both written or numerical
	

	8
	Able to summarise information accurately and present to a range of audiences
	S

	9
	To be able to identify trends in information and recommend courses of action to remedy any problematic issues
	


Skills & Experience
	10
	Ability to focus on the views and needs of the service in a pressurised and high profile environment
	

	11
	Ability to apply the principles of diversity and equality in service provision
	

	12
	Ability to build up and maintain a network of external contacts who can help achieve service goals.
	

	13
	Ability to use, develop and maintain IT systems to support efficiencies and management reporting and analysis

	S

	14
	Ability to develop new ideas and practically implement them to solve problems and bring about improvements to services and resources e.g. process efficiencies. 
	S

	15
	High level of written and verbal communication skills.  Ability to present data in accessible and understandable formats e.g. reports to a variety of audiences 
	

	16
	Gathering data and producing reports on service outcomes and activities for a range of uses and audiences 
	S


Personal Qualities
	17
	Be motivated, adaptable and accurate 
	S

	18
	Committed to customer care, valuing equality and diversity
	

	19
	Able to respond to emergencies in a calm and constructive manner

	

	20
	Able to work as part of a team and on own initiative
	


