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Job description

	Date:  
	2 November 2021




	Department:

	Human Resources

	Post number:

	HRLDSO001

	Section:

	Human Resources 

	[bookmark: _Hlk113873213]Job title:

	Human Resources Advisor (Learning and Development) 

	Grade:

	Grade 7 




Main purpose of job

[bookmark: _Hlk118301595]Responsible to the appropriate Senior Advisor for supporting and for providing a range of human resource services including learning and development, equality and diversity, employability and health and wellbeing. 

Responsible to the appropriate Senior Advisor for assisting in the delivery of human resource projects and services to agreed quality time and budget targets to both internal and external customers.

Provide a resource across the Human Resources Department under the direction of the appropriate Senior Advisor, as and when required.
Summary of responsibilities and personal duties

1. To cooperate with and assist the Senior Advisor in drawing up and achieving the work objectives and work plans for assigned projects within the section.

2. To assist in the management of allocated projects including programming own workload to meet priorities and deadlines and advising the senior advisor or lead advisor of any potential problems in advance.

3. To ensure the effective implementation of agreed human resource policies, procedures and practices, including learning and development, equality and diversity, employability and health and wellbeing.   

4. To provide advice and support on a range of human resource matters and assist with the preparation of proposals and reports to customers and stakeholders on the range of HR services provided by the section.
 
5. To maintain and update relevant human resources databases, assisting in the development and implementation of new ICT systems and technologies which would enhance the service.

6. To maintain contact with departments, customers and trade union representatives as directed.

7. To assist with the coordination of and deliver corporate training and other learning and development, equality and diversity, employability and health and wellbeing projects and initiatives.

8. To comply with performance measures and targets within the section to ensure the delivery of work to specified quality, time and budget.

9. To assist with the collation of Freedom of Information responses, statutory returns, and complaints relating to all aspects of the human resource service and compile and maintain project data and management information for statistical and record purposes.

10. To assist with community outreach programmes including careers advice, careers conventions and other events.

11. To maintain a high level of awareness of the most up-to-date HR developments and legislative changes, making periodic recommendations to management as required.

12. To motivate and manage any staff, that may be assigned, to the post holder to ensure effective service delivery and to be responsible for reviewing and implementing a proper staff training and development programme. 

13. To participate in all induction and in-service training provided by Belfast City Council and in the induction and support of all newly appointed staff and other human resource management policies and procedures, as appropriate, including, absence management, disciplinary and grievance procedure.

14. To participate as directed in the council’s recruitment and selection procedures.

15. To act in accordance with the council and departmental policies and procedures including customer care, equal opportunities, health and safety, safeguarding and any pertinent legislation. 

16. To undertake the duties in such a way as to enhance and protect the reputation and public profile of the council.

17. To undertake such other relevant duties as may from time to time be required.


This job description has been written at a time of significant organisational change and it will be subject to review and amendment as the demands of the role and the organisation evolve.  Therefore, the post-holder will be required to be flexible, adaptable and aware that they may be asked to perform tasks, duties and responsibilities which are not specifically detailed in the job description but which are commensurate with the role.

Employee specification

	Date:  
	30 January 2026




	Department:

	Human Resources

	Post number:

	HRLDSO001

	Section:

	Human Resources 

	Job title:

	Human Resources Advisor (Learning and Development)

	Grade:

	Grade 7 




Essential criteria

Qualifications and experience

Applicants must, as at the closing date for receipt of application forms:
· either, have a third level qualification in a relevant subject, such as Human Resources Management, Business Studies, or equivalent qualification and be able to demonstrate on the application form, by providing personal and specific examples, at least one year’s relevant experience in each of the following three areas:
or 
· be able to demonstrate on the application form, by providing personal and specific examples, at least two years’ relevant experience in each of the following three areas:

(a) [bookmark: _Hlk113891867][bookmark: _Hlk118301657]designing and delivering a range of human resources or other relevant training courses, in a classroom-based environment and, or online or via an e-learning platform;
(b) providing advice and guidance to customers and operational managers on a range of human resources matters, this must include providing advice and support to managers on learning and development; and,
(c) working in project teams to coordinate the delivery of learning and development projects within deadlines and providing related administrative support. 

[bookmark: _Hlk118301781]Desirable criteria

[bookmark: _Hlk212552522]In addition to the above essential criteria, Belfast City Council reserves the right to short-list only those applicants who, as at the closing date for receipt of application forms:
· in the first instance, either possess a third level qualification in a relevant subject, such as Human Resources Management, Business Studies, or equivalent qualification and can demonstrate on the application form, by providing personal and specific examples, at least two years’ relevant experience in each of the above noted areas, (a) – (c), or can demonstrate on the application form, by providing personal and specific examples, at least three years’ relevant experience in each of the above noted areas, (a) – (c); and,
· [bookmark: _Hlk222302558]in the second instance, are a current member of the Chartered Institute of Personnel and Development (i.e. at Foundation, Associate, Chartered Member or Chartered Fellow level).


Special skills and attributes

Applicants must be able to demonstrate evidence of the following special skills and attributes, which may be tested at interview:

Analysis, problem solving and decision-making skills: the ability to analyse situations, make operational decisions and provide advice and guidance on human resources issues.

Technical knowledge: an understanding of human resources and learning and development issues, employment legislation and best practice. 

Communication and influencing skills: the ability to communicate at all levels on complex human resources issues and provide advice and guidance to influence managers, including drafting, compiling and analysing complex human resources information and composing associated confidential letters for senior managers. 

Customer care skills: the ability to respond appropriately to the needs of managers, other organisations and members of the public with flexibility, tact and sensitivity when dealing with confidential and sensitive matters and the ability to influence and persuade managers when providing advice and guidance.

Information technology skills: the ability to develop and make effective use of information technology to increase business efficiency within a human resources function.

Team working skills: the ability to contribute to the success of the team and the achievement of objectives.

Work planning skills: the ability to plan and prioritise demanding work-loads to ensure that tasks are completed within appropriate timescales while ensuring constant flow of work.

Equality of opportunity: a clear understanding of equality legislation and the ability to apply principles of equality when delivering human resource functions and services.


______________________________________________________________________________
Human Resources Advisor 
(Learning and development)
18/02/26
