EAST SUSSEX COUNTY COUNCI[image: ]L JOB DESCRIPTION
Job Title: HR Consultant - Attendance
Department: Business Services
Grade: East Sussex Single Status 9
Responsible to: Lead HR Consultant
Purpose of the Role:
Human Resources and Organisational Development (HROD) is the strategic function that oversees the employment, development and wellbeing of the people working in an organisation. The ESCC HROD team comprises a range of specialist functions such as recruitment, pay & reward, HR policy, health & safety, and advisory services.
[bookmark: _Hlk86155389]The HR Advisory team specialises in employee relations, supporting managers in creating and maintaining a positive working relationship between the Council and its people. The team play an important role in advising managers and Headteachers on the organisational culture through the interpretation of policies which apply the law in a practical, fair, and transparent way.
The Attendance Management team is a specialist function within the wider HR Advisory service where HR Consultants provide advice and guidance on employee attendance and wellbeing matters. HR Consultants need a good understanding of employment law in this area and must keep up to date with legislative developments in order to ensure managers/Headteachers receive professional advice and create the best outcome for the organisation and its employees.
Key tasks:
1. Provide an effective and efficient HR advisory service on attendance and wellbeing matters.
2. Provide solution-based advice in relation to attendance management casework.
3. Monitor and report on attendance management practices across the organisation, ensuring an equitable and consistent application of procedures and policies.
4. Build and maintain positive relationships with Managers/Headteachers and contribute to the provision of a responsive HR Advisory service.
5. In conjunction with the appropriate Manager/Headteacher, negotiate and consult with Trade Unions and staff as appropriate.
6. Act as a consultant on behalf of the HROD Team and undertake specific project work as required.
7. Assist in developing and delivering training to Managers and Headteachers on attendance management practice, procedures, and policies.
8. Contribute to the development of wellbeing initiatives and support the implementation of a wellbeing programme to Corporate Departments and Schools.
9. Capture, analyse and report on the Council’s absence data.
10. Participate in the rota for the HR Advisory line and ensure any enquiries are responded to professionally and promptly, escalating any issues as needed.
11. Engage in continuous professional development and demonstrate the use of reflective practice to identify learning points for personal and professional development.
12. Manage resources and workload effectively so that all deadlines are fully met whilst sustaining high levels of service.
13. Contribute to the development of attendance and wellbeing policies and procedures and to keep up to date on legislative changes.
Recognising that ESCC is a large organisation with a number of over-arching priorities extending to all areas of our work, you should be aware of these Council priorities and proactively seek appropriate opportunities in your work/service area to contribute, in consultation with your line manager; in particular, but not limited to:
· Net zero emissions targets – reduce your work’s environmental impact.
· Equality, Diversity and Inclusion – contributing to an inclusive and supportive working environment.
· Making the best of our resources - ensuring awareness of the impact of what you do to maximise the use of public monies.
PERSON SPECIFICATION
Essential key skills, abilities, knowledge, experience, values and behaviours
1. Ability to communicate effectively with a range of people in a clear, concise and accurate manner, changing messages to suit different audiences.
2. Ability to plan and organise a varied workload for self and others, working to short deadlines. 
3. Ability to work collaboratively as a member of a team and be able to develop professional relationships across teams and services to achieve shared aims.
4. Ability to analyse complex and sensitive information.
5. Ability to identify red flag cases and to make sure appropriate action is taken at the earliest point.
6. Ability to use technology as part of the role: Microsoft 365 including Outlook, Excel, Word, PowerPoint, Microsoft Teams, devices: laptops, corporate iPhones and surface hubs).
7. Understanding and application of ‘best practice’ in terms of employment policies, practices, and procedures in relation to attendance management.
8. Up to date knowledge of relevant employment legislation.
9. Experience of working in an HR environment and managing competing priorities.
10. Knowledge and understanding of HR & OD disciplines.
11. Ability to provide effective customer service which will include providing clear and succinct advice, responding appropriately to customers’ needs.  
12. Commitment to equal opportunities.
13. Commitment to professional and personal development. 
14. Able to meet the travelling requirements of the role.
Desirable key skills, abilities, knowledge, experience, values and behaviours
15. CIPD qualified
16. Experience in a large public sector HR environment.
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Health & Safety Functions
This section is to make you aware of any health & safety related functions you may be expected to either perform or to which may be exposed in relation to the post you are applying for. This information will help you if successful in your application identify any health-related condition which may impact on your ability to perform the job role, enabling us to support you in your employment by way of reasonable adjustments or workplace support.
	Function
	Applicable to role 

	Using display screen equipment 
	Yes

	Working with children/vulnerable adults
	No

	Moving & handling operations
	No

	Occupational Driving
	No

	Lone Working
	No

	Working at height
	No

	Shift / night work
	No

	Working with hazardous substances
	No

	Using power tools
	No

	Exposure to noise and /or vibration
	No

	Food handling
	No

	Exposure to blood /body fluids
	No
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