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BISHOP GROSSETESTE UNIVERSITY 
JOB DESCRIPTION 

 
 
Title:      HR Advisor 
 
Grade:   5 
 
Responsible to:  Director of HR 
 
 
Main purpose of the Job 
 
To provide a comprehensive HR service to managers and employees of the University and 
BG (Lincoln) Ltd, giving support, advice and coaching on a wide range of issues. 
 
To provide accurate and timely advice on HR policies and procedures as required. 
 
To support the development and implementation of the HR strategy and subsequent 
outcomes and proactively contribute to the delivery of the HR objectives.  
 
To coordinate the University staff recruitment process on a day-to-day basis, pro-actively 
developing and maintaining efficient and effective systems and procedures, providing 
professional advice to managers and departments accordingly. 
 
To provide a comprehensive human resources administration service to the University, 
ensuring employment procedures are correctly followed and the HR databases maintained.  
 
 
Duties and Responsibilities  
 
1. Provide constructive, proactive and professional advice and guidance to managers and 

staff across the full HR remit by developing people manager’s skills to manage their 
people effectively.  
 

2. To build and maintain positive and constructive working relationships within key internal 
stakeholders;  including line managers and senior leaders across both the academic and 
support services, and key external stakeholders including; trade unions.   

 
3. Provide assistance and advice to managers in the implementation of the disciplinary, 

grievance, capability and redundancy procedures. Support managers by attending 
formal meetings and drafting materials as appropriate. 

 
4. Deal with queries (via the telephone, in person and emails) such as employee queries, 

holidays, sickness, compassionate leave, maternity/paternity leave and contractual 
questions. 

 
5. Assist with the design and development of new and existing HR policies and procedures 

as identified in the rolling review of policies and changes in legislation.  
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6. Manage all aspects of the recruitment, selection and on boarding processes including 
administration. 

 
7. Ensure contracts of employment are up to date and viable for the various roles. 

 
8. Manage the Visiting Tutor/External Examiners/Exam Invigilators process including 

supporting managers’ to train employees on how to use the HR systems, issuing 
contracts and also assisting employees with the HR system.  

 
9. Data input for starters, leavers, changes of employment (job or salary changes). 

 
10. Monitoring the shared HR inbox, directing and escalating where required.  

 
11. Reporting and analytics. 

 
12. Sickness processing and reporting. 

 
13. Support HRBPs with system administration and development.  

 
14. Maintain HR records and the HR database observing the principles of the Data 

Protection Act and GDPR Guidelines where applicable and produce reports as required. 
 

15. Manage the HERA role review process from end to end.  Advise managers on roles, 
structures, job descriptions and job evaluation. Benchmark roles, arrange evaluation 
panels, record outcomes and produce reports as required. 

 
16. Administer e-learning and staff savings platforms. 

 
17. Minute taking at HR meetings and committees. 

 
General University Responsibilities: 
 
18. To attend appropriate training and staff development sessions, and participate in an 

annual performance review process. 
 
19. To comply with the University’s Health and Safety Welfare Policy, legislation and practice. 
 
20. To maintain professional standards in relationships, including non-discriminatory 

practices. 
 
21. To undertake any other duties as may reasonably be required, including assisting and 

supporting colleagues in their work, providing absence cover, and undertaking 
administrative duties appropriate to the role and departmental requirements. 

 
22. The post-holder must operate within the guidelines, procedures and regulations of the 

University. 
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BISHOP GROSSETESTE UNIVERSITY 
  

PERSON SPECIFICATION 
 

 Core Supplementary 
Education/Qualifications 
and Special Training 
 
 

HR qualification either 
degree or CIPD equivalent 
 
CIPD Level 5 accredited or 
equivalent experience  
 

Associate CIPD Member or 
higher  

Knowledge and Skills 
 
 
 
 
 

Excellent communication 
skills with the ability to 
engage effectively with all 
staff groups both verbally 
and in writing 
 
Sound knowledge of 
employment legislation and 
up to date with  recent and 
ongoing developments  
 
Able to handle difficult and 
sensitive situations with tact 
and diplomacy 
 
 
Ability to drive talent 
resourcing and recruitment 
campaigns 
 
Knowledge and 
understanding of 
employment and diversity 
legislation 
 
Excellent organisational 
skills with proven ability to 
manage conflicting 
priorities and work to tight 
deadlines 
 

Experience of working 
within Higher or Further 
education 
 
Minute taking 
 
Knowledge of GDPR, its 
implication and need to 
comply. 
 
 

Experience 
 
 
 
 
 

Experience of networking 
and liaising with colleagues 
and external stakeholders 
 
Previous experience of 
providing advice, guidance 
and coaching to managers 
and staff on sensitive issues 
within a HR department 

Providing support to senior 
directors  
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Experience of high level 
administrative duties 
including handling complex 
and confidential 
employment matters 
 
Experience of undertaking 
recruitment activity and 
headhunting for specific 
roles including senior 
recruitment   
 
Experience of supporting 
highly complex 
employment investigations  
 

Personal Attributes 
 
 
 
 
 

Excellent team player with 
the ability to work without 
direct supervision 
 
Honest, reliable and used to 
working with highly 
confidential information 
including access to emails 
and correspondence of the 
Director. 
 
Client-centred; willing to 
offer help and support 
 
The ability to work 
effectively and maintain 
emotional resilience in a 
changing environment 
where parameters may not 
always be clear.  

 

 
 
 
 


