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Staffordshire Police - Role Profile 
	Title:  Employee Relations Coordinator

	Grade/Rank:
	F

	Directorate:
	People & Resources (People Services)

	Reports to:
	Employee Relations Manager

	Direct Reports:
	N/A



	Role Purpose

	This post is within People Services based at Police Headquarters, Weston Road and is the main point of contact for all ER administration matters providing guidance to People Services colleagues and managers across the Force.



	Key Tasks and Responsibilities:

	[bookmark: _GoBack]The Employee Relations Team provides specialist HR advice and support across the Force and the post holder will particularly offer expert employee relations guidance and develop HR policy working closely with the Employee Relations Manager.
Develop procedures, policies and guidance in relation to areas of ER and work collaboratively with colleagues across People Services to support the introduction of new or revised policies.  In doing so maintain an up to date knowledge of employment legislation and be able to identify implications for the organisation, amending procedures and providing advice accordingly.
To foster a productive relationship with Trades Unions and Staff Associations for the purpose of policy consultation, promoting effective employee relations.
Ensure consistent application of Force polices and adherence to best practice in the management of all ER related issues.
Co-ordinate all administration tasks to support the efficient running of the function, with responsibility to facilitate and minute relevant meetings, including the distribution of meeting papers and actions.  


	And to be accountable for: (ie responsibilities held by others but measured and owned by this role)




	Behaviours 	

	The Behavioural Competency Framework (BCF) has six competencies that are clustered into three groups. Under each competency are six levels that show what behaviours will look like in practice.

This role should be operating at the following levels:

	Resolute, compassionate and committed


	We are emotionally aware
	
	Valuing Diversity
	2

	
	
	Managing Sensitivities/Political Savvy
	2

	We take ownership
	
	Customer Service
	2

	
	
	Maintaining Accuracy/Sustainable Working
	2

	Inclusive, enabling and visionary leadership1a


	We are collaborative
	
	Partner Working
	2

	
	
	Managing Complexity/Strategic Planning
	2

	We deliver, support and inspire
	
	(self) Leadership
	2

	
	
	Supporting Colleagues/Coaching & Mentoring
	2

	Intelligent, creative and informed policing


	We analyse critically
	
	Problem Solving
	3

	
	
	Situational Judgement
	3

	We are innovative and open-minded
	
	Continuous Improvement
	3

	
	
	Futurology
	3



	Education, Qualifications and Experience

	Essential:
	Desirable:

	· Associate member of CIPD or working towards with proven commitment to continuous professional development or willingness to work towards.
· The post holder must have experience of working within a human resources environment and delivering policy implementation.
· Excellent written and verbal communication skills and the ability to demonstrate the skills and attributes necessary to build trusted relationships with customers.
· Experience and knowledge of consultation processes and liaising with Trades Unions/ Staff Associations. With a proven ability of strong problem solving and negotiating skills.
· Experience of working to deadlines and the ability to prioritise own time and workload, working methodically and with minimum supervision. Along with the ability to be responsive in a fast-paced, demanding operational environment.
· Effective interpersonal skills demonstrating the ability to communicate clearly and concisely both verbal and written.
· Ability to work as part of a team and contribute to a strong cohesive team environment.


	· Chartered member of CIPD




	Skills Matrix (See Skills Matrix)

	Essential:
	Desirable

	· 
	· 

	Leadership Passport Level
	Practitioners & Team Leaders
	1st Line Mngrs
	2nd Line Mngrs
	Senior Mngrs

	
	1
	2
	3
	4


* Indicates that training will be provided as part of the role in this skill



	CPD Requirements 

	· CIPD Profession Map Associate/Chartered level



	Professional Registration/Licences 

	· 



	Special Conditions

	Own car for business use
	Yes

	Higher level vetting required
	No

	Requirement to wear Uniform
	No

	Requirement for post entry training
	Yes

	Fixed Hours
	No

	Weekend working expected
	No

	Shift allowance 
	No

	Fixed term or temporary role
	N/A

	Politically Restricted
	No

	On call/standby rota
	No

	Flexitime Role
	Yes

	Notice Period
	1 week
	28 Days
	1 month
	3 months
	



As part of the limited duties profiling, this role has been identified that the role holder must be able to fulfil the following core capabilities.  To meet the Equality Act (2010) reasonable adjustments will be made wherever practicable.
	Limited Duties (Police Officers Only)

	Sit for reasonable periods(consider impact of driving) a1
	
	Evaluate information (d1)
	

	To write(a2)
	
	Record details (d2)
	

	Read(a3)
	
	Exercise reasonable physical force in restraint & retention in custody (e1)
	

	Use the telephone(a4) 
	
	Understand information (f1)
	

	Use(or learn to use IT)(a5)
	
	Retain information(f2)
	

	Run reasonable distances (b1)
	
	Explain facts & procedures (f3)
	

	Walk reasonable distances (b2)
	
	Work the full range of shifts
	

	Stand for reasonable time (b3)
	
	Shift - Earlies (g1)
	

	Make decisions (c1)
	
	Shift - Lates (g2)
	

	Report situations to others (c2)
	
	Shift - Nights(g3)
	



	Agile Profile (See Agile Matrix)

	Desk
	Confidentiality
	Systems & Email
	Telephony
	Paper
	Hours

	4
	5
	3
	4
	3
	4
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