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Job Title:                           Global Human Resource Adviser 
Grade & Salary:         
£34,031 gross per annum
Location: 


Secretariat, London

Department:


Finance, IT & Support Services (FITSS)
Responsible to: 

Head of Human Resources
Contract length:               Permanent
Relations with Others: 
There will be a need to work closely with staff and 





managers of all other departments (international and
UK) and the rest of the HR team
Background
HelpAge International is a global network of not-for-profit organisations with a vision of a world where older people fulfill their potential to lead active, dignified, healthy and secure lives. With more than 70 affiliates and 300 partners across more than 50 countries the HelpAge International network brings together hundreds of organisations worldwide. HelpAge International has a secretariat with offices in London and Brussels, six regional centres in East Africa, Southern Africa, Asia/Pacific, Latin America, the Caribbean and Central Asia, seven national programmes and a number of emergencies. Over recent years significant progress has been made in developing and establishing the role of HR in the context of emergencies and this role is key in strengthening the HR response to emergencies.
Purposes of the Job

The Global Human Resource Adviser is responsible for providing expert support and guidance to managers and leaders in their roles. This will be achieved through coaching staff in their roles and advising on good practice. 

The postholder will provide an efficient HR support service to managers and staff in a designated area of operation and be expected to take a lead role on HR projects as required.

Job Activities
The Global Human Resources Adviser has the following list of responsibilities:
Recruitment

· Manage and oversee the provision of a high quality and timely recruitment service ensuring good practice and employment law is adhered to, working closely with the HR Assistant.
· Work collaboratively with the Head of HR in the development and implementation of an appropriate recruitment and selection policy and procedures.
· Produce quarterly recruitment reports for the designated area of operations.
· Provide recruitment advice and guidance to managers in line with good practice, facilitating the development of JD’s, advertising campaigns, monitoring, selection, recruitment, on boarding including liaising with job agencies to secure cost effective temporary resourcing requirements and compliance with legislative requirements.
· Manage and review the recruitment sources used within HelpAge and work on a preferred suppliers list of agencies including all sectors of the business. From the recruitment statistics each year, review package deals used.
Collaboration and Advice to Managers

· Work with the relevant managers, Regional and Country Directors and their teams to support strategic thinking and problem solving in all areas of people management by:
· Ensuring regular communications with managers, building and maintaining strong working relationships. This may include traveling to the Country Offices as appropriate and working to develop local capacity for Human Resources management.

· Providing advice and support to managers on a wide range of HR issues through the employee life cycle

· Supporting managers in the design, shaping and building their teams including advice on areas such as organisational design, pay and benefits and employee engagement

· Providing one to one support and coaching for line managers and local based HR focal points in country offices.   
Support Staff to be Effective in their Work
· Provide advice on employee relations issues (including disciplinary, grievance, capability, investigations and hearings), offering and sourcing interventions where appropriate, escalating complex employee relations issues to the Head of HR. 

· Liaise with the Staff Representative Group and HR focal points in the provision of information and specific support/advice to staff.
· Advise on learning and development interventions.
Organisational Structures and Organisational Change

· Contribute to the development and improvement of innovative and flexible human resources policy and practice which support HelpAge strategy and all statutory requirements and undertaking research, evaluation and project work on a regular basis as directed by the Head of HR.
· Work with HelpAge local/national offices to support them in the development and implementation of locally specific policies and knowledge as appropriate.
Humanitarian

· Act as a focal point for humanitarian issues providing support to the humanitarian team and country programmes as appropriate.
· Provide support to regional/country teams with recruitment, contracting, staff support, etc (at a distance or possibly on the ground, depending on the scale of the emergency). Arrange orientation sessions for newly recruited staff.
· Lead on the implementation and maintenance of relevant policies, processes and procedures working alongside the Humanitarian team to develop a robust and workable system. This includes recruitment, pay, insurance, benefits, inductions, training and action deployments.

· Provide support and guidance in humanitarian HR preparedness and lead on maintaining the HR’s section of the organisational ALERT system.

· Manage and lead on maintaining the HR section of the emergency manual.

· Manage, review and update the Consultants database.

· Ensure compliance with HelpAge policies and labour laws of the relevant countries.

· Ensure staff are provided with appropriate assistance such as counselling, psychosocial support and required benefits.

Project work
· Undertake specific projects as allocated and agreed. 
· Undertake any other duties as and when necessary to fulfil the objectives of the HR section, the department or HelpAge.
Person Specification
Essential:
Qualifications and Experience

· CIPD HR qualification or equivalent experience
· Sound understanding of UK employment law
· Experience of working in HR in an international environment.
· Experience of recruitment and selection processes.
Skills and Abilities

· Sound understanding of HR and organisational development processes, including but not limited to, change management, organisational development, employee relations case work, compensation and benefits, policy development, etc.
· Strong IT skills including use of spreadsheets and databases.
· Systematic and organised approach to work and ability to prioritise

· Flexible, co-operative and supportive team player

· Ability to advise a wide range of people and establish effective working relationships with staff and managers

· Attention to detail and a high level of accuracy

· Able to maintain confidentiality
· Willingness and ability to travel to overseas programmes. This could be to insecure locations and at short notice.
Desirable:

· Knowledge and experience of HR software 

· Experience of working with an international NGO
