GUILDFORD BOROUGH COUNCIL
JOB DESCRIPTION
POST TITLE:

TEMPORARY PERSONNEL OFFICER



POST NUMBER:

Ab6M


DEPARTMENT:

CHIEF EXECUTIVES



DIVISION:


PERSONNEL AND MANAGEMENT SUPPORT

LOCAL GRADE:

SENIOR GRADE A
RESPONSIBLE TO:
PRINCIPAL PERSONNEL OFFICER


The role of the Personnel Section is to ensure that the Council is provided with staffing necessary for the efficient and effective management and execution of its function and policies to secure the optimum development of all employees.

The duties and responsibilities of the post are set within an overall philosophy of flexibility in order to meet this objective.

JOB PURPOSE

To provide advice, guidance and support to managers and staff on a wide range of employee relations and personnel policies and procedures. 

OUTLINE OF DUTIES
1.
Under the direction of the Principal Personnel Officer, to advise and support managers in the investigation of disciplinary, capability and grievance issues, including the provision of advice on personnel policies, employment law and attendance at hearings as appropriate.

2.
To undertake all stages of the recruitment and selection process from determining staffing requirements to the effective appointment and induction of selected candidates, ensuring that the Council’s policies and procedures on recruitment and selection are adhered to in the appointment of staff.  To constantly review recruitment activity, initiating and implementing any changes as necessary in consultation with the team.

3.
To work with managers to ensure the health, safety and welfare of staff and to provide support to managers in the identification, investigation, management and resolution of individual sickness absences cases up to and including termination of employment.
4.
To represent the team on service/departmental working groups on personnel topics, ensuring that information and proposals are disseminated, fully understood and their impact discussed within the service/department.

5.
To be responsible for the provision and preparation of statutory and non-statutory employment statistical data and related information within stated deadlines and the provision of management information in support of Personnel policies and procedures.

6.
To ensure that operational personnel issues are identified and shared appropriately with the personnel team and that the Principal Personnel Officer is kept informed of difficult, complex, or particularly sensitive issues.

7.
To develop specific areas of expertise and to be actively involved in some strategic and operational personnel projects and policy development work.  

8.
Under the direction of the Principal Personnel Officer, to develop and deliver any training or development events in personnel-related areas, to meet identified needs amongst line managers and support staff. 

  GENERAL RESPONSIBILITIES

9.
During the course of your employment you will be required to maintain a record of all training and development undertaken.  All employees will be given encouragement from their Manager/Supervisor to develop their skills and knowledge to the benefit of themselves and the Council.

10.
During the course of your employment you are required to follow the requirements and obligations of the Health and Safety at Work Act and the specific Health and Safety Policy and Guidelines produced by the Council.

11.       During the course of your employment you are required to observe and follow both the spirit and specific obligations placed on all staff by the Council’s Equal Opportunities Policy.

12.
Any other duties of a similar nature as may be requested by Management.

This Job Description is current as at the date shown below.  In consultation with you, it is liable to variation by Management to reflect or anticipate changes in or to the job.

November 2002

