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JOB TITLE: People Advisor				
LOCATION: Bolton office 		
HYBRID WORKING: Yes	 	

JOB PURPOSE: 
The People Advisor plays a key role within the People Services function, working closely with colleagues to deliver a high-quality, customer-focused service to managers and employees. The role provides expert advice and practical support across a range of people-related matters, ensuring consistency, compliance and professionalism in line with organisational policies and procedures.
This position is responsible for managing employee relations cases, supporting line managers through people processes, and responding to employee enquiries with sensitivity and accuracy.
	
KEY STAKEHOLDERS: 

ABOUT US:
At Outcomes First Group, we believe every child can thrive when given the right environment for success. As one of the world’s leading providers in our sector, we deliver exceptional, research-led education tailored to each individual, with smaller class sizes and personalised learning plans. 

Our vision is to empower every child with a world-class education that nurtures potential and inspires lifelong learning, our mission is to unlock that potential through personalised learning and opportunity, and our promise is simple: we listen, we work together, and we are accountable to one another to make the remarkable happen.

KEY RESPONSIBILITIES: 
· Monitor and manage short-term and long-term absence, including long-term sickness cases
· Support the People Administration team by advising on escalated or complex issues
· Implement and administer employee policies and procedures consistently
· Contribute to the delivery of a high-performing operational People Service
· Support the Senior People Manager with continuous improvement initiatives aligned to the People Strategy
· Act as a trusted advisor to stakeholders across the organisation, delivering an excellent customer experience
· Provide end-to-end case management of employee relations matters

STANDARD RESPONSIBILITIES:
There are a number of standard duties and responsibilities that all employees, irrespective of their role and level of seniority within OFG Group are expected to be familiar with and adhere to.

Leads, manages, and participates in an annual performance review programme
Works, always, in accordance with the policies and procedures of the OFG Group and statutory regulations applicable to the Group.
Observes, always, strict rules of confidentiality appropriate to the post.
To always comply with the requirements of Health and Safety Regulations to ensure their own wellbeing and that of their colleagues.

OFG Group is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expect all employees to work in accordance with this.
Ability to work attentively and accurately with data inputting
[bookmark: _Hlk36106641]Undertakes other duties as assigned.

EXPERIENCE, SKILLS & QUALIFICATIONS: 
ESSENTIAL
· Experience working on complex ER matters at high volume
· Strong organisational skills with the ability to manage high volumes of casework and meet deadlines
· Proficient in Microsoft Word and Excel; numerate, accurate and efficient
· Flexible, proactive and solution-focused approach
· Strong stakeholder management and relationship-building skills
· Ability to manage sensitive situations that may involve strong emotional responses
· Knowledge of GDPR and confidentiality requirements
· CIPD Certificate in Personnel Practice.


DESIRABLE
· Experience in education or education-adjacent settings.
· Experience enabling non-communications professionals.
· Background in corporate, internal or stakeholder communications.
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