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Role Mandate 
Job Title: 
Function /CFBU: 
Dimensions of the Job: 
Reports to: 
Location:  

 
ER Advisor 
Human Resources 
Human Resources 
Transactional HR Manager 
Runcorn 

Job Summary: 
 
 
 
 
 
 

 

To provide a comprehensive and efficient ER advisory service to the employee 
relations department and wider business in line with Company Policies and best 
practice.   Act as the first point of contact for all ER case work and provide a 
positive, first class user experience to all colleagues.  To provide a professional and 
supportive advisory and coaching service on all employment related matters whilst 
promoting a healthy work environment which contributes to achieving our corporate 
mission.  

Responsibilities:  Work closely and proactively with the ER Assistants, Senior ER Advisor and 
Transactional HR Manager to ensure all matters are handled appropriately 
and professionally 

 Operate a triage process for the effective and timely handling and escalation 
of employment matters and case work support 

 The delivery of first and second line support and guidance to employees and 
Line managers  in relation to all aspects of HR policy  

 Act as a point of escalation for the ER Assistants 

 Provide advice and guidance on non-routine/complex contractual matters 

 Undertake case reviews and associated assessment of risk, fact finding 

 Keep abreast of employment law and case law  

 Respond to all communications ensuring a professional HR service 

 Produce written correspondence to a high standard  

 Create, maintain and monitor accurate data records using internal systems 
including iTrent, Document Manager & Footprints call management system 

 Ad hoc project work 

 Undertake necessary training when appropriate 
 

General  

 

 Demonstrates the Company’s values and behaviours that drive business 
performance, customer and quality excellence and engagement of our 
people 

 Be agile, converging around agreed priorities across the HR function as 
business needs dictate from time to time 

 

Key Experience, 
Knowledge, Skills & 
Qualifications: 

Key Experience  

 Demonstrable track record as a HR professional in an advisory capacity 

 Experience of managing complex and highly sensitive ER cases 

 Excellent team worker with first class customer service skills 
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 Experience of working collaboratively with a range of stakeholders  

 Demonstrated coaching, mentoring and influencing skills  

 Strong written and oral communications 

 

Knowledge and skills  

 The provision of ER advice in line with Company Policy and best practice 

 Good working knowledge of UK employment legislation 

 Competent IT skills including Microsoft applications and HR Systems 

 Highly organised, autonomous and able to prioritise 

 An agile and responsible approach, providing flexibility and ad hoc support 

 Excellent customer care and  interpersonal skills 

 Excellent verbal, numerical and written communications/attention to detail 

 Able to liaise with a variety of stakeholders 

 Proactive approach to problem solving 

 
 

 

Qualifications (Desirable) 

 HR Qualification (CIPD Level 5) or QBE  

Key Interfaces Internal: HR colleagues, Line Managers, employees  

External: Trade Unions, ACAS, Solicitors.  
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