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JOB DESCRIPTION & PERSON SPECIFICATION

	SERVICE AREA: 	OD & HR

	DATE PREPARED: 	20.09.23

	SECTION: 		Policy, Projects and 				Industrial Relations Team
	GRADE: 			8 

	JOB TITLE: 		Policy Officer

	EVALUATION RESULT: 261	

	EVALUATION DATE: 21st December 2023
	JE NUMBER: 	NC4955


	ROLE & PURPOSE OF JOB:  

To assist in the delivery of a professional OD & HR service ensuring that the frameworks within which advice is provided to managers is legally compliant through the provision of policy research and support for the development and implementation of policies and processes which support the effective management of people.  Uses professional judgement to explore people issues, understand the implications for the Council and provide innovative solutions, working closely with the wider OD & HR team managers, and the trade union colleagues through appropriate consultation fora.

Supports the development of IT systems to capture and analyse HR information to support agile and new ways of working and identify trends to inform decision making about people related issues.

Develops effective working relationships with appropriate stakeholders and builds knowledge of council services to contribute to the development of appropriate plans and strategies.



	PRINCIPAL ACCOUNTABILITIES:
Please note decision making must be included within the Principal Accountabilities

	1.
	To promote and safeguard the welfare of children, young people and/or vulnerable adults (Service Area to include where appropriate)

	2.
	Customer Focus – Establish and maintain effective working relationships with senior OD & HR colleagues and appropriate stakeholders, such as Trade Union colleagues to understand people issues in services. 

Provide solid OD & HR generalist advice in relation to policy, projects and industrial relation issues, regularly seeks feedback and ensures issues are escalated and responded as appropriate.

Awareness of emerging issues at a national, regional, and local level.

Contribute to relevant consultation mechanisms for example CJCNC and associated task and finish groups.

	3.
	Performance Management – Capture and analyse HR information to inform and assist in developing specific activities where improvements can be made. Be pro-active to support appropriate OD & HR interventions and assist with implementation. 

Interpret and analyse data to support the development and implementation of Council policies and processes, regularly review and evaluate to ensure consistent application and best practice.

Support the Policy, Projects and Industrial Relations Manager in providing data and information to satisfy statutory and legislative requirements.

Assist in the collation and analysis of data and information to support a response to local, regional and national consultations and freedom of information (FoI) requests.

	4.
	Leadership – Supports with specific tasks allocated from the OD & HR Business Plan by the Policy, Projects and Industrial Relations Manager, escalating any issues of concern. 

Participates in working groups and projects taking responsibility for specific actions allocated to ensure the effective delivery of the task. Supports the processes to deliver on the Industrial Relations needs of the Council. 

Develop reports, as directed by the Policy, Projects and Industrial Relations Manager.

	5.
	HR Advice – Provide expert and timely advice on all policy, projects and industrial relation matters, ensuring that the issue is fully understood, the implications for the council are clear and all options to resolve the matter are considered to identify the most effective solution. Work closely with senior managers and trade unions colleagues to think about the issues from the different perspectives. 

Participate and advise managers on industrial relations matters related to relevant legislation and compliance with Council policies and procedures.  Contribute to the development and monitoring of the Industrial Relations Strategy and Framework.  Assist with consultation and negotiation around key terms and conditions and policies. Work with the wider OD & HR teams to support the Council to maximise their people resource and provide a high level HR policy and industrial relation service.

Identify and challenge information to inform decisions and support the development of appropriate interventions and improved ways of working. 

Assist with HR related presentations and briefings.

	6.
	HR Delivery - Contribute to and assist in the development and review of a corporate policy framework, OD & HR policies and strategies, job design and organisation development, and appropriate employee benefit schemes in line with Council priorities. 

Ensure that people related information and data is accurate to enable correct decision making and analysis, including the co-ordination of completion of statutory returns and reports.

Undertake specifically allocated projects as required to support the OD & HR service.

Support and champion the principle of self service and the use of the service desk when appropriate.  Actively share knowledge, experience and lessons learned with the service desk to enable its continuous improvement and provide advice and guidance when a resolution cannot be identified by the service desk.

	7.
	Strategy – Work with senior managers and OD & HR colleagues to assist in the development of strategies. Participate in Council-wide activities to develop, review and monitor Council policies and processes, the HR strategy and team plans.

Assist the team to support wider Council strategies through the delivery of workforce planning, pay and grading, organisational design and implementing new and innovative HR solutions.

Explore and research measures to support the development of strategies at a local, regional, and national level and understand the impact for the Council and the service. 

Contribute to driving a positive, inclusive and high-performance culture throughout the Council.

[bookmark: _Hlk147491065]Undertake the preparation and evaluation of job descriptions using the Council’s agreed methodologies ensuring consistency of grades in comparator posts and escalating issues of concern to the Policy, Projects and Industrial Relations Manager.

Supports, through the development of, a range of employee benefits available to the Council (including LGPS and Teachers pensions), including but not limited to promotion to increase participation, contracting and issue resolution.


	8.
	Personal Development – Build a reputation of professional respect from managers and colleagues.  Work to the competencies of the CIPD Profession Map and ensure that a personal CPD log is maintained. Actively engage in PGPR discussions and be reflective on objectives, personal performance, and support.





	CORPORATE JOB REQUIREMENTS (Do not delete or amend any of this section)

	1. POLITICAL RESTRICTIONS
THIS POST IS NOT POLITICALLY RESTRICTED



	2. DIGNITY AT WORK
To show, at all times, a personal commitment to Looked after Children and treating all service users, customers and colleagues in a fair and respectful way, which gives positive regard to people’s differences and individuality (for example, gender, gender identity, nationality or ethnic origin, disability, religion or belief, sexual orientation, age).  Assists in ensuring equal access to services and employment opportunities for everyone and promotes the Council’s Equal Opportunities in Employment Policy.

	3. HEALTH AND SAFETY
The Health and Safety at Work etc. Act 1974 and associated legislation places responsibilities for health and safety on Hull City Council, as your employer and you as an employee of the council. In addition to the Councils overall duties, the post holder has personal responsibility for their own health, safety and wellbeing and that of other employees; additional and more specific responsibilities are identified in the Council’s Corporate H&S policy.

	4. GENERAL
The above principal accountabilities are not exhaustive and may vary without changing the character of the job or level of responsibility. The postholder must be flexible to ensure the operational needs of the Council are met.  This includes the undertaking of duties of a similar nature and responsibility as and when required, throughout the various work places in the Council.



	

DIMENSIONS:  
All sections should be completed – if there aren’t any state ‘none’

	1. Responsibility for Staff: 
None	

2. Responsibility for Customers/Clients: 
Impact on employees through the implementation of OD & HR policies and procedures.  The post holder is expected to provide a responsive and effective OD & HR service to all internal, external organisations and partnerships on all related matters.

3. Responsibility for Budgets: 
None	

4. Responsibility for Physical Resources:
ICT equipment and access to systems/confidential information	






	WORKING RELATIONSHIPS:
All sections should be completed – if there aren’t any state ‘none’

	1. Within Service Area/Section: 
Work with all colleagues across OD & HR including health and safety, occupational health, recruitment team, equalities and learning and development.

2. With Any Other Council Areas: 
Providing advice and guidance to colleagues and managers across all council service areas including the trade unions and elected members. Work with payroll, pensions, finance, legal and ICT.

3. With External Bodies to the Council: 
Supply chain providers, regional organisations for example LGA, salary sacrifice scheme providers, research institutes, other local authorities and partner organisations.




	ORGANISATION CHART: Please Provide Job Titles and Grades  

	
	
	
	Immediate Line Manager
Policy, Projects and Industrial Relations Manager

	
	
	

	Other jobs (peers) that report to immediate line manager
OD & Policy Business Partner – G10
OD & Policy Officer - G9
Job Evaluation Officers - G8
OD & HR Assistant - G5
	
	This Position
Policy Officer - G8


	
	
	

	
	
	Direct Reports
None








	
	Supporting Information 
(if applicable)

	PHYSICAL DEMANDS:
Physical Effort and/or Strain – (tiredness, aches and pains over and above that normally incurred in a day to day office environment).
	

	WORKING CONDITIONS:
Working Conditions – (exposure to objectionable, uncomfortable or noxious conditions over and above that normally incurred in a day to day office environment). 
	


	EMOTIONAL DEMANDS:
Exposure to objectionable situations over and above that normally incurred in a day to day office environment.
	The Policy Officer will at times experience emotional demands when dealing with complex and sensitive situations which trigger emotional responses from other people.
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PERSON SPECIFICATION
	Cross  relevant column
	List code/s*

	The information listed as essential (the column that is shaded) is used as part of the job evaluation process.  The requirements identified as desirable are used for recruitment purposes only.
*Codes: AF = Application Form, I = Interview, CQ = Certificate of Qualification, R = References (should only be used for posts requiring DBS’s), T = Test/Assessment, P = Presentation
	Essential
	Desirable
	How identified 

	1. 
	Qualifications:

	
	A relevant Human Resources/OD qualification (CIPD L5) and/or demonstrable experience in either an HR or OD role at this level
	X
	
	AF, CQ

	
	Evidence of continuing professional development in accordance with the CIPD Profession Map 
	X
	
	AF, I

	
	Membership of CIPD
	
	X
	

	2. 
	Relevant Experience:

	
	Experience of providing support and guidance to managers in relation to a range of people issues
	X
	
	AF

	
	Experience of working in a large and complex organisation delivering a diverse range of services
	
	X
	AF, I

	
	Experience of handling employee relations issues
	X
	
	AF, I

	
	Experience of job grading 
	X
	
	AF, I

	
	Experience of policy development and organisational design
	
	X
	AF, I

	
	Experience of developing and maintaining effective partnerships, including working with the Trade Unions.
	X
	
	AF, I

	
	Experience of capturing and analysis HR data to identify trends and inform decisions/interventions
	X
	
	AF, I, R

	
	Experience of writing and presenting reports 
	
	X
	AF, I, R

	3. 
	Skills (including thinking challenge/mental demands):

	
	Able to challenge constructively and propose improvements for service delivery 
	
	X
	AF, I, R

	
	Ability to plan and prioritise workload to ensure that deadlines are met or negotiated
	X
	
	AF, I, R

	
	Ability to synthesise and prioritise complex and potentially conflicting demands
	X
	
	I, R

	
	Able to understand challenging situations with people implications and explore options to find an innovative and realistic resolution within the parameters of employment law and HR policy
	
	X
	AF, I

	
	Strong analytical skills and the ability to process and analyse complex information, probing for further information and understanding
	X
	
	AF, I, R

	4. 
	Knowledge:

	
	Employment law knowledge including the public sector equality duty, the employment tribunal regime and how to mitigate risks
	
	X
	I, R

	
	Knowledge of key HR policies and procedures and how these can be best applied in the best interest of the council 
	X
	
	I, R

	
	Knowledge of the council structure and the services it provides to the residents of Hull
	X
	
	I

	
	Knowledge of the Industrial Relations Framework and consultation with the Trade Unions
	X
	
	AF, I

	
	Knowledge of local government pension schemes
	
	X
	AF, I

	
5. 
	Interpersonal/Communication Skills:
Verbal Skills

	
	Ability to build and maintain effective working relationships with managers and the trade unions
	X
	
	AF, I, R

	
	Highly developed interpersonal and communication skills with the skill of adjusting approach to the target audience
	
	X
	AF, I, R

	
	Developed influencing, advocacy and coaching skills with the ability to give complex messages and deal with emotional situations
	
	X
	AF, I, R

	
	Written Skills

	
	Ability to write structured and concise reports
	X
	
	AF, R

	
	Ability to articulate in plain English decisions and outcomes from meetings in accordance with HR policies
	X
	
	AF, R

	
	Ability to write communication messages and offer advice to managers on techniques and language
	X
	
	AF, R

	6.
	Other:
	
	
	

	
	None
	
	
	






	

	The requirements listed below are not considered during the job evaluation process, but are essential requirements for the role that will be assessed during the recruitment process.

	7. 
	Values and Competencies:

	
	The values and competencies listed below are all essential requirements for working at Hull City Council in any post; however, those that have been marked as essential have been identified as key for this role and will be measured as part of the selection process.  They are not required to be addressed in your application form.

	
	Values:

	
	People First
	[bookmark: Check3]X
	N/A
	I

	
	Respect
	X
	N/A
	I

	
	Learning
	X
	N/A
	I

	
	Ambition
	X
	N/A
	I

	
	Partnership
	X
	N/A
	I

	
	A copy of the Council’s Values and Behaviours can be accessed via the Council’s website – www.hullcc.gov.uk/jobs

	
	Competencies:

	
	Leading forward
	
	N/A
	

	
	Improving services
	
	N/A
	

	
	Analysis and decision making
	
	N/A
	

	
	Making things happen
	
	N/A
	

	
	Communicating with impact 
	
	N/A
	

	
	Collaboration 
	
	N/A
	

	
	Developing self and others
	
	N/A
	

	
	A copy of the Competency Framework can be accessed via the Council’s website – www.hullcc.gov.uk/jobs

	8. 
	Additional Requirements:

	
	Cross as an essential requirement if the candidate requires a Baseline Personnel Security Check (BPSS).
	
	N/A
	

	
9. 
	Disclosure of Criminal Record:

	
	The successful candidate’s appointment will be subject to the Council obtaining a satisfactory - Please select: 

#BASIC 
#STANDARD 
#ENHANCED
#ENHANCED & CHILDRENS BARRING LIST CHECK
#ENHANCED & ADULTS BARRING LIST CHECK

Disclosure from the Disclosure & Barring Service (if crossed as an essential requirement). 
# Service area to delete as necessary.
	
	N/A
	DBS Disclosure
OR
Basic Disclosure

	
	If the postholder requires a Standard or Enhanced DBS disclosure, the candidate is required to declare full details of everything on their criminal record unless the conviction/s and/or cautions are considered “protected” in line with filtering rules for DBS checks.
	
	N/A
	AF(after short listing)

	
	If the postholder does not require a DBS disclosure, or requires a Basic Disclosure check only, the candidate is required to declare unspent convictions only.
	[bookmark: Check5]X
	N/A
	AF(after short listing)
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