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Job Description
	Job Title: HR and Employment Law Advisor

	Department: Legal Services

	Responsible to: Support Line Manager

	Responsible for:

	Job Purpose:

To assist in the provision of Support Services, in providing accurate and practical advice and assistance to clients on all aspects of HR and employment law, tailored to suit the business needs of the individual client.  Provide advisory skills to support our clients and build relationships in order to strengthen our service.



	Areas of Responsibility and Key Tasks:

	· To receive support line telephone and email enquiries across the broad spectrum of Human Resources, employment law and employee relations, providing helpful, legally accurate and professional advice and documentation to clients on HR, employee relations and employment law matters by telephone, email, fax and post on a daily basis.

· To review and provide advice on memorandums and other documentation provided by clients and amend, draft bespoke documentation on the client’s behalf, where appropriate and necessary.

· To ensure Support Line cover is provided from 8.00am to 6.30pm, Monday to Friday, by participating in providing cover from 8.00am to 4.30pm or 10.00am to 6.30pm on a rota basis, as required.

· To contribute fully to the 24/7 365 operation of the Support Line by providing ‘out of hours’ advice during evenings, weekends and bank holidays via mobile telephone and, if necessary, faxing or emailing documents from home.

· To consistently meet individual and team targets and objectives in relation to volumes of enquiries, referrals, call handling times and response times to client call backs.

· To provide legally accurate and professional advice and documentation to Sales staff and departmental heads where necessary on HR, employee relations and employment law matters by telephone and email.

· To accurately record advice provided on the Company’s database and accurately file emails and documentation, sent and/or received, for future reference, in a timely manner and in accordance with Company procedures.

· To ensure personal knowledge of current and forthcoming employment law, case law and HR best practice is kept up to date at all times via use of appropriate research methods and identifying and sourcing own training needs.

· To meet with clients in order to provide expert face to face employment law advice to clients as required.

· To maintain full awareness of current rates and limits with regards to Statutory Sick Pay payments, National Minimum Wage, Basic Employment Tribunal awards, Statutory Maternity Pay and Statutory Paternity Pay rates etc in order to advise clients appropriately on such matters.

· To participate fully in the Company’s Knowledge Forum and contribute effectively to the Forum as required.

· To prepare briefings, newsletter articles and other documents on employment law matters as required.

· To effectively prioritise own workload to meet clients needs in a professional, appropriate and timely manner.

· To form positive working relationships with all work colleagues and clients both over the telephone and in writing.

· To assist generally in supporting activities of other departments as required.

· To carry out other duties as reasonably requested by Directors or any other member of the Management Team in order to meet the needs of the business.



This Job Description is not intended to be an exhaustive list of duties. As such it is liable to change in accordance with the needs of the business and may be amended from time to time following discussion with the post holder.
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