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Job details

Job title:
HR and Employment Rights Adviser  
Part of Next Step Edinburgh - providing support for people experiencing difficulties in the workplace and those seeking employment www.nextstepedinburgh.org 
Reporting to: Chief Executive (this line management may be subject to review)
Location:
Citizens Advice Edinburgh - Leith Bureau, 23 Dalmeny Street, Edinburgh, EH6 8PG or Depending on the needs of the service, work may be carried out at outreach locations as required and our other Bureaux:

58 Dundas Street, Edinburgh, EH3 6QZ

8A&B Bath Street, EH15 1EY

137 Dundee Street, EH11 
Salary:
£26,650 per annum Pro-rata
Benefits:
25 days annual leave and 10 public holidays pro rata and a 7% employers contribution pension Pro-rata
Hours:
Part Time - 28 hours per week
Term:
Permanent
The application process

Application deadline:
Monday 10th June at midnight.
Interview date:

TBC - week commencing 17th of June
Interview location:

23 Dalmeny Street, Edinburgh, EH6 8PG
Interview format:

50 minute panel interview.
Please email your applications to benjamin.napier@caed.org.uk, 
Job description
A unique opportunity has arisen to join the team at Citizens Advice Edinburgh (CAE) and help us deliver on a new and exciting project supporting people experiencing difficulties in the workplace and those seeking employment.  This service is funded through the European Social Fund, in partnership with the Scottish Government and 3 other local charities: Community Renewal, Create and One Parent Families Scotland.
Successful candidates will have a solid background in Human Resources and/or Employability Services, have a sound knowledge of Employment Law and have experience of dealing with complex employment relations cases.  

Successful candidates must also have a desire to support people in disadvantaged communities and be pro-active in helping them to realise and fulfil their potential and to sustain long term and meaningful employment.  

A can do attitude is essential, as this new role will require creativity, flexibility and a willingness to work hard to establish effective client engagement.  The rewards are not only being part of one of Edinburgh’s most respected community services, but being part of a new and innovative approach to improving employment outcomes.
Citizens Advice Edinburgh is an independent charity delivering free, confidential and impartial advice and support to people living and working in Edinburgh.  Every year, we deal with over 3,000 enquiries for employment advice, handling cases including unpaid wages, unfair dismissal, TUPE, irregular contracts and discrimination. Over the last 5 years, we have established ourselves as a quality advice service for employees, helping them to understand and defend their rights.
The Fair work Framework was published in March 2016 and this new post will be responsible for helping Citizens Advice Edinburgh to play a key role in delivering its successful outcomes.  

This post is part time 28 hours per week and will be based primarily at our Leith Bureau, with travel throughout the city as required.  This role will be ideally suited to someone with an extensive background in HR, Employment Advice and/or a legal qualification with experience in Employment law.  
Background information about Citizens Advice Edinburgh:

Our vision:

To ensure that no one suffers through a lack of knowledge or information about their rights and responsibilities or the support and services that are available to them. 
Our Mission:

· To provide services that empower people to resolve issues that are impacting on their lives, and enable them to participate in their wider communities by accessing their full legal and human rights;

· To provide services that work towards and target the prevention and relief of poverty;

· To provide services that improve health, education and community development;

· To provide services that tackle social and economic inequalities;

· To promote social justice and Human Rights;

· To help people to build resilience in financial management and increase employability;

· To provide effective information, advice and advocacy services, free at the point of contact;

· To utilise the knowledge, skills and expertise of local people, to help fellow citizens in need of advice and support; and
· Through that activity, to help influence social policy and take a lead in highlighting the issues that are impacting upon the rights and wellbeing of people in Edinburgh.

Our Values:

· Our values lie in Active Citizenship.  This is defined as “actively taking responsibility and initiative in areas of public concern” (Oxford English Dictionary)
· We treat everyone with dignity and respect and promote human rights.
· We value diversity, promote equality and challenge discrimination
· As a primarily volunteer delivered service, we rely on the voluntary support of local citizens who are committed to taking responsibility and initiative in addressing areas of public concern. 
Key deliverables of the role:
· Oversee the delivery of employment advice within CAE, including supporting and mentoring volunteer advisers.  
· Provide specialist employment advice to clients of CAE as required.
· Recruit, maintain and support a team of volunteer employment advisers and ensure timely and accurate handling of cases, in line with our policies, procedures and audit requirements.
· Engage and work with internal and external stakeholders to promote the successful delivery of this service.
· Support client to retain employment, including working directly with their employer
· Help clients to resolve employment issues 

· Help clients to remain in work.

· Provide evidence on the impact and outcomes of this service.
Person Specification

Essential criteria:
Technical

· Solid background in Human Resources and/or Employability Services
· Solid understanding of up to date UK employment legislation and its practical application, in line with HR processes and best practice.
· Demonstrable experience of dealing with complex employee relations cases 

· Experience of training/coaching including using a range of learning methods such as presentation, facilitation, coaching, peer and social learning techniques.
· Experience in coaching and developing others in providing employment advice and representation.
· An evidenced commitment to continuous professional development.

· A commitment to the Vision, Mission and Values of Citizens Advice Edinburgh
· Proficient in use of IT systems and Microsoft Office programs including Outlook word and Powerpoint with a willingness to learn new systems. 

Values and Behaviours:

· Excellent interpersonal and communication skills. 

· Persuasive and diplomatic with strong influencing skills, able to adapt personal style to different situations and individuals. 
· Approachable and friendly; able to build strong working relationships with a range of stakeholders, based on trust and respect.
· Ability to maintain confidentiality at all time. 
· Strong stakeholder management experience

· Demonstrable commitment to the aims and principles of CAE.
Desirable Criteria: 

· Educated to degree level or equivalent 

· Understanding and previous use of publically available materials for employment advice eg ACAS, HSE and EHRC 

· Experience and understanding of the voluntary sector

· Experience of Employability Services[image: image2.png]



