Manchester City Council

Role Profile

Employee Officer, Grade 5

HROD, Corporate Services 

Reports to: Team Manager
Key Role Descriptors:
The roleholder acts as a point of contact for customers accessing HROD Operations, providing effective and accurate information and advice.  

Working as part of an effective and efficient HROD service, the roleholder will provide high quality transactional and business support services to the organisation.

The roleholder will determine the requirements and needs of service users advising them on the most appropriate course of action to support them, arranging appropriate assistance where required.

To provide a comprehensive general advice and information service in accordance with relevant legislation, policy and procedures.

Key Role Accountabilities:

Respond to all queries from a wide range of people, including both internal and external customers, in an efficient and courteous manner, using initiative and creative skills to resolve problems.

Accurately maintain SAP data to a high standard, correcting errors in a timely manner and providing feedback where the root cause of this can be identified.

Create/amend/delete management information records as instructed or required applying the appropriate sign offs and ensuring audit trails are evident.

Accurately capture data and information using SAP and associated management information systems enabling the Council to achieve local and national performance targets.

Implement, develop and maintain information systems to ensure delivery of a high level of service.

Allocate work to, coach and monitor the work of, the HROD Operations Employee Assistants where required.

Personal commitment to continuous self development and service improvement.

Through personal example, open commitment and clear action, ensure diversity is positively valued, resulting in equal access and treatment in employment, service delivery and communications.

Where the post holder is disabled, every effort will be made to supply all necessary aids, adaptations or equipment to allow them to carry out all the duties of the job.  If, however, a certain task proves to be unachievable, job redesign will be given full consideration.

Role Portfolio: 

HR/OD 

The HR/OD service forms part of the Corporate Core Directorate and is responsible for working with managers and staff to drive forward Our Manchester and the Our People strategy: ensuring that our workforce is developed, supported and led in the most effective way.

HR Operations

This team provides support over a range of non-transactional resourcing activity. Priorities include:

· Supporting corporate oversight of resourcing activity.

· Payroll and pension functions, including liaising and managing relationships with external clients

· People movement activity, including job matching and coordination of honoraria and secondment requests. 

· Agency client function, including liaising and managing relationships with suppliers; 

· Corporate resourcing projects e.g. elections; 

· Oversight of intelligence on overtime, casuals, fees payroll and agency.

HROD Operations Employee Officer – Key Behaviours, Skills and Technical Requirements

Our Manchester Behaviours  
· We are proud and passionate about Manchester

· We take time to listen and understand 
· We ‘own it’ and we’re not afraid to try new things  
· We work together and trust each other

· We show that we value our differences and treat people fairly
Generic Skills
· Communication Skills: Is able to effectively transfer key and complex information to all levels of staff, adapting the style of communication as necessary and ensuring that this information is understood. 

· Analytical Skills: Demonstrates the ability to apply analytical and logical thinking to gathering and analysing information, designing and testing solutions to problems, and formulating plans. 

· Planning and Organising: Excellent time management skills to ensure work of team/service completed within deadlines and to agreed standards. Sets clearly defined objectives, plans activities and projects well in advance and takes account of changing circumstances; identifies and organises resources and manages time effectively monitoring performance against milestones and deadlines. 

· People Management: Effective development, management and motivation of staff within service area, providing leadership and planning for the work of a service based function or Council wide team. Establishes clear targets and monitors progress to ensure continuous improvement in service delivery.

· Problem Solving and Decision Making: Ability to react to immediate problems of a highly complex nature with associated risk factors and deliver pragmatic solutions sometimes under extreme pressure. Uses creative ability to find solutions and whilst considering policy and procedure is also confident in adopting (and justifying) novel or non standard approaches. 

· Creative Skills: Thinks creatively to plan and examine potential business processes and operating models and to develop a range of creative and original solutions that meet the strategic needs of the business.

· Strategic Thinking: Thinks and acts cross-functionally and cross-organisationally, beyond one's own professional areas of specialism, perceiving the wider picture and the implications of short-term decisions for the achievement of long-term strategic goals.

Technical Requirements (Role Specific) 
None required

