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Job description – People Adviser

Grade:	        		C

Salary:		                     Standard Terms, National Pay Range £39,855 - £43,087

(Pay ranges for work locations in Greater London or Hot Spots will be approximately 5% higher than the National pay range. Pay ranges for Inner London are 10% higher than the National pay range. Pay ranges for those on TUPE terms will be approximately 6.8% lower than the equivalent Standard Terms pay range.) 

Reports to:    		People Advice Manager

Location:        		Flexible
_________________________________________________________________________

Everyone’s welcome

Everyone is welcome at English Heritage. We are passionate about ensuring we are an organisation where everyone is valued, respected and supported for their unique contributions, this is why we put Equality, Diversity and Inclusion at the heart of how we innovate, inspire and involve the diverse communities we serve. We all work together to build an inclusive culture that encourages the diverse voices of our people.

Who we are

Heritage is for everybody, and we are here for heritage. With your help, we can share England’s historic sites, objects and stories with millions more people for generations to come.

No matter what you do or where you do it, by joining us you’ll be playing a vital role in looking after some of the greatest places in England so that they can be enjoyed today and for generations to come. You’ll find it’s a workplace like no other – taking you behind the scenes of these extraordinary sites and supporting you to share your ideas, inspire others and make a difference.    

Where you’ll be working

This is a geographically flexible role, nationally. You will be required to travel reasonably regularly to connect with your client group and colleagues within People & Culture. 
 
What you’ll achieve with us

You’ll support the business to nurture an inclusive and energising environment at English Heritage where everyone feels they can thrive, both professionally and personally:
· connected to our purpose and to colleagues
· supported to learn and grow 
· trusted and empowered to perform and achieve
· recognised and rewarded for our contribution

What you’ll be doing as part of the team

1. Working as part of our People Operations team to deliver expert and timely advice on employee relations issues, in line with current policies and processes, and employment law. Including issues relating to probation, flexible working, capability and performance, absence management, occupational health, reasonable adjustments, conduct, disciplinaries, grievances and change management initiatives. 

2. Coaching and developing managers and leaders to enable the early resolution and prevention of employee relations issues.

3. Managing ER cases through to a timely resolution, from initial assessment and investigation through to holding hearings, mediation and documenting outcomes, ensuring lessons learnt are identified and reported on. 

4. Reporting on the progress and status of your case assignments, identifying and escalating complex cases, risks and issues. Sharing your insight with colleagues across People & Culture to simplify policies, streamline processes, and build people manager capability.

5. Supporting people change projects, ensuring these are implemented effectively, in line with our EDI commitments, policies and legal obligations. 

6. Championing EDI and our organisation values.

7. Effectively managing a high-volume and fast-paced employee relations caseload, typically around 20-30 live cases, demonstrating strong organisational skills, the ability to prioritise competing demands and maintain accurate, up-to-date case records, whilst ensuring timely progression and resolution of cases.
8. Taking a proactive and solution-focused approach to case management, maintaining regular communication with managers, anticipating next steps, identifying potential delays and taking ownership of progressing cases to resolution. Ensuring appropriate follow-up, timely escalation and consistent application of policies and procedures to minimise unnecessary delays and operational impact.

We’re flexible 

We are dedicated to the wellbeing of our employees and will actively support you to find the balance which enables you to thrive. We have flexible working policies, we recognise that people might have different needs to enable themselves to work at their best and balance both their life and work. We are happy to talk about how best we can accommodate your needs. 


We’re Disability Confident 

We are positive about disability, committed to providing equality of opportunity and are proud to be part of the Disability Confidence Scheme, so if you have a disability, we would be happy to discuss reasonable adjustments that you might need, either as part of the application process, or the job itself. 

Occasionally we may need to review a job description to incorporate any changes or other duties needed for the role as identified by the line manager. 

Who we’re looking for

	
Essential experience 

	
· Extensive experience of providing advice and managing employee relations cases across a broad range of ER matters, including disciplinary, grievance, performance, capability, absence management, probation and reasonable adjustments, with demonstrable experience of handling complex, sensitive and high-risk cases, identifying legal and organisational risks and providing sound, pragmatic advice to managers and senior leaders.
· Proven experience of independently managing a high-volume employee relations caseload within a fast-paced environment, with the ability to effectively manage approximately 20-30 live cases simultaneously whilst maintaining high standards of quality, accuracy and timely case progression.
· Ability to take a proactive approach to case management, taking ownership of cases from allocation through to resolution, anticipating next steps, proactively following up with managers and minimising unnecessary delays.
· Excellent organisational and time management skills, with the ability to prioritise competing demands, manage multiple complex cases simultaneously and maintain accurate, comprehensive and up-to-date case records.
· Experience of advising, coaching and supporting managers on a broad range of employee relations matters, building their confidence and capability to manage people issues effectively, consistently and in line with organisational policies and employment legislation.
· Experience of supporting organisational change programmes, including restructures, redundancies and TUPE processes, providing practical advice and guidance to managers whilst ensuring appropriate consultation, fair processes and compliance with employment legislation.
· Experience of supporting and promoting Equality, Diversity and Inclusion (EDI) initiatives, with a sound understanding of relevant legislation and the ability to apply inclusive practices, identify potential discrimination risks and advise on reasonable adjustments within employee relations casework.

	
Essential Skills / Knowledge / Qualifications

	
· Able to build effective relationships with people managers who are geographically dispersed 
· Working towards or holds CIPD Level 5 or above or equivalent 
· Sound judgement and reasoning skills  
· Excellent written and verbal communication skills 
· Ability to prioritise, plan and organise efficiently 
· Good knowledge of current HR practices, employment law and its practical application 
· An appreciation of a workforce that encompasses volunteers and the issues this can present
· Good impact and influencing skills 
· Self-motivated and uses initiative 
· Good IT skills; HR systems and Microsoft Office Applications
· An interest in the work of English Heritage


	Essential behaviours
	

	
· English Heritage core behaviours, which are: 
· Collaboration
· Innovation
· Empowerment
· Communicates openly with clients and colleagues
· Shows respect for all colleagues and stakeholders, seeking to influence rather than judge
· Self-starter and can work on own initiative without the need for a team around you
· Effective influencer, willing to challenge others constructively 
· Ability to deal with people at all levels


	Additional circumstance to consider

	We are happy to discuss this in more detail to support your work-life balance –
This role requires occasional travel to sites in remote locations and regular travel to our offices, so a full driving licence is advantageous. Occasional overnight stays away from home will also be required.
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