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	JOB DESCRIPTION & PERSON SPECIFICATION


Job Details
	Job title
	Report to

	HR Officer
	Senior HR Officer

	Location
	Department

	Headquarters
	Corporate Services

	Hours of work
	Number of hours

	Normal Office Hours
	17.5

	Job role status
	Is C&R/PPT a requirement? 

	Non-Operational
	None

	Pay band 
	Does this role attract any additional allowances (e.g. on-call allowance, RRA)?

	D 
	N/A



Job Description
	Job Purpose

	The post holder will work as part of the HQ HR Team and will provide a comprehensive HR support and advisory service to all staff within SPS Headquarters, SPS College and Fauldhouse.  You will contribute to the overall HR Team's delivery providing support, advice and guidance across HRHQ, engaging with Trade Union Partners and other stakeholders as required. 
Hybrid working is available for this role. Hybrid working offers greater flexibility, allowing you to split your time between office working, based at SPS Headquarters, and working at home, subject to business requirements being met.  

	Key Responsibilities of the Role


	1
	Provision of professional HR advice and support to Line Management and staff on SPS’ HR policies and procedures across a broad range of case work such as absence, grievance and conduct cases.

	2
	Participation and facilitation in the SPS recruitment process for internal and external vacancies at relevant grades.

	3
	Responsible for the provision and interrogation of Management Information systems; producing accurate reports for senior management and HRD.  Ensure processes are in place to support the input of required data.

	4
	Responsible for the First Line management of HR Administration staff within the HQHR Team.



Person Specification
	Criteria
	Essential or Desirable


	Qualifications


	Minimum of five National 5 Qualifications, including English and Arithmetic/Mathematics or equivalent/higher or demonstrable relevant work experience within an HR environment. 
	Essential

	Achieved or working towards CIPD Level 3 Certificate in HR practice or equivalent qualification.
	Essential


	Knowledge, Skills & Experience


	Appropriate range of experience working within an HR environment.
	Essential

	Competent and experienced in the use of Microsoft Office packages including Word, Excel and Outlook.
	Essential

	Experience of effective planning and management of confidential information, demonstrating an ability to prioritise, forward plan, and manage competing demands; and work under pressure to ensure outputs are delivered within organisational timescales
	Essential


	Behaviours


	Listen & Communicate
	Essential

	Plan & Organise
	Essential

	Solve Problems & Make Decisions
	Essential

	Relationships & Collaboration
	Essential



Selection Methods
	Selection Methods


	1
	Interview
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