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JOB PROFILE AND PERSON REQUIREMENTS 
	JOB TITLE: Investigation Officer

	GRADE: 8
	Evaluation Date: 18/12/25
	Evaluation Result: 291
	NC5070



ROLE AND PURPOSE
The postholder is responsible for conducting thorough, fair and confidential investigations into workplace employee relations matters ensuring compliance with relevant council policies, processes and legislation, whilst building trust and confidence.
The investigating officer will be involved in the process from beginning to end, focusing on establishing the key facts to determine the most appropriate and fair outcome, using their judgement, discretion and initiative.
The investigation officer will be responsible for ensuring the accurate recording of case management records and using data and insights to ensure that issues are resolved as early as possible. 
PRINCIPAL ACCOUNTABILITIES: 
1. Lead on complex and confidential investigations into workplace employee relation matters ensuring compliance with council policies, processes and legislation to support findings and recommendations. This will include co-ordinating the full investigation process and producing an unbiased account of the investigation in the form of a report and participate at appeal hearings, where necessary
2. Interview witnesses, co-ordinate and collate witness statements and ensure the accuracy and relevance following up on any inconsistencies
3. Investigate, research and analyse complex employee relation workplace issues, and produce detailed written investigation reports and briefing papers in an objective and concise manner.
4. Provide all administration for the case in line with the policy and provide recommendations and outcomes as part of the investigation
5. Provide a professional advice and support service to staff, dealing with complex cases and appeals process, promoting best practice to ensure the consistent application of policies, procedures, good practice guidance and employment legislation
6. Responsible for creating, inputting and maintaining accurate records of investigations ensuring that all information is confidential, secured and where appropriate anonymised. 
7. Develop, promote and maintain effective working relationships at all levels, including with officers, trade unions and professionals, always demonstrating tact and discretion

8. Interpret and evaluate legislation and guidance and how it impacts council policies and procedures
9. Assist in the development and delivery of workshops and briefings
10. Regularly extract, manipulate and analyse information using IT systems to produce reports for a range of audiences 
The above principal accountabilities are not exhaustive and may vary without changing the character of the job or level of responsibility. 

Additional information:
Political Restriction - THIS POST IS NOT POLITICALLY RESTRICTED
GENERAL
The postholder must be flexible to ensure the operational needs of the Council are met.  This includes the undertaking of duties and responsibilities of a similar nature commensurate with the grade and requirements of the post, as and when required, throughout the various workplaces in the Council. 



ESSENTIAL CRITERIA
The application form will be assessed against the job role essential requirements to progress to the shortlisting process. 

Qualifications:
· Degree or equivalent practical experience in Human Resources, Employment Law, Business, Psychology or a related discipline
· Formal training in workplace investigations covering interviewing, evidence gathering and report writing. 
Knowledge:
· Knowledge of Data Protection Act and the Freedom of Information Act and experience of working with confidential and sensitive information
· Up to date and in-depth knowledge of UK employment law, conditions of service, human resource policies, procedures and practices.
· Knowledge of data analysis and clear communication skills
Experience:
· Experience of working with confidential and sensitive information
· Substantial experience in employee relations, HR or other similar investigations such as HRBP, ER Advisor, employment law practitioner, police officer or fraud investigator 
· Experience of advising managers or colleagues in managing conflict and grievance issues 
· Experience of working effectively with Trade Unions, Senior Management and/or other stakeholders
· Experience and ability of communicating verbal and written information to all levels within the organisation
· Experience of writing and presenting reports 
Skills: 
· Ability to interpret legislation and policies and procedures
· Sound judgement and decision making
· Highly proficient in the ability to analyse problems and identify solutions 
· Ability to facilitate challenging and emotional investigation meetings and present findings to a range of audience
· Ability to use own initiative to plan and organise own workload
· Flexible and adaptable to change to meet the needs of the service

Interpersonal/Communication skills 
· Highly developed interpersonal and communication skills with the skill of adjusting approach to the target audience
· Ability to develop and maintain effective working relationships at all levels, including with managers and trade unions
· Strongly developed negotiating skills 
· Ability to write and provide complex messages and deal with emotional situations
· Ability to write structured and concise reports
· Ability to communicate in simple terms the decisions and outcomes from meetings in accordance with HR policies and procedures

DESIRABLE CRITERIA
Where there is a high number of applications that meet the essential requirements, the desirable requirements maybe used as part of the shortlisting process.

Qualifications:
· CIPD Level 5, or equivalent HR-related qualification, 
OR 
CIPD Level 3 with well-developed experience at an HR advisory level, 
OR 
Well-developed experience at an HR advisory level AND demonstrable ‘foundation’ level of work relating to the CIPD Professional Map 
· Evidence of continuing professional development in accordance with the CIPD Profession Map
· Qualification or certification in workplace investigations 

Knowledge:
· Knowledge of project management 
· Knowledge of future changes to employment legislation and the impact these may have on the investigation process
· A strong knowledge of discipline (conduct), grievance, and harassment procedures, alongside good working knowledge of HR and/or Employee Relations best practice   and experience of providing advice on these matters to staff at all levels
Experience:
· Experience of policy development work
· Experience of working for a local authority
· Experience of customer focused delivery in an Organisational Development and Human Resources service
· Ability to manage investigations that involve sensitive employee relations issues such as grievances, disciplinary matters, bullying/harassment or code of conduct breaches.

Skills:
· Highly developed influencing and coaching skills
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