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	JOB DESCRIPTION & PERSON SPECIFICATION


Job Details
	Job title
	Report to

	Senior HR Officer
	HR Business Partner

	Location
	Department

	HMP Kilmarnock
	HR & Training
	Hours of work
	Number of hours

	Normal Office Hours	35

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

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

	E 	N/A



Job Description
	Job Purpose

	Working at HMP Kilmarnock, you will oversee the delivery of professional HR advice, encompassing complex case management, HR policies and procedures, employee engagement initiatives, and offering expert advice and guidance throughout the prison, while collaborating with Trade Union Partners and other stakeholders as necessary.  
The individual in this position will advance the effective provision of a high-quality HR service and recognise opportunities for ongoing enhancement. Oversee and manage the daily implementation of a thorough HR support and advisory service for all staff at HMP Kilmarnock.

	Key Responsibilities of the Role

	1
	Providing professional advice and support regarding complex case management, HR policies and managing risks associated with people management decision.

	2
	Line management responsibility for leading the HR team (HR Officer/HR Administrator), ensuring the provision of HR services are delivered in line with agreed HR priorities.

	3
	Responsible for generating precise reports for senior management and the HR Department. Ensure that procedures are established to facilitate the entry of necessary data.

	4
	Contribute to the execution of workforce planning needs; ensuring all hiring priorities are implemented in alignment with Civil Service Recruitment principles and legal standards

	5
	Build and maintain relationships with stakeholders which includes Senior Managers, TUS representative and colleagues at all levels.

	6
	Provision and interrogation of management information systems, ensuring effective processes are in place to record the required data, and the provision of accurate reporting for senior management.



Person Specification
	Criteria
	Essential or Desirable

	Qualifications

	Minimum of five National 5 (or equivalent) qualifications including English and Mathematics or equivalent qualifications or relevant experience. 
	Essential
	Attained CIPD Level 3 Certificate in HR Practice, or equivalent HR qualification.
	Essential
	Knowledge, Skills & Experience

	Previous HR experience gained in a similar role/environment
	Essential
	Ability to effective plan and manage confidential information, demonstrating an ability to prioritise, and work under pressure to achieve the required output standard. 

	Essential
	Ability to use a range of technology to communicate information, manage data and collaborate with others to improve the delivery of services. 

	Essential
	Knowledge and understanding of relevant Employment legislation and HR Policies 
	Essential
	Behaviours

	Plan & Organise	Essential
	Listen & Communicate	Essential
	Solve Problems & Make Decisions	Essential


Selection Methods
	Selection Methods

	1
	Interview
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