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Job Title:

Modern Apprenticeship in Human Resources
Location:
Dundee but will be expected to travel to other offices of the Care Inspectorate as required.

Responsible to:
Human Resources Adviser 
Principle Working Contacts

HR team (CI and SSSC)
Modern Apprentice – HR (SSSC)

Managers and employees of the Care Inspectorate and SSSC
Members of the public

Job Purpose

To assist in the provision of a human resources advisory and support service for both the Care Inspectorate and the Scottish Social Services Council.  Initially the MA will undertake a range of basic HR administrative duties with a view to building knowledge and understanding of the organisations and the team they support.  Once an understanding is evident the MA will be set objectives to undertake a range of tasks to support their team deliver against their plan including leading on the development of electronic employee files.

Key Accountabilities

Operational Management
· Provide general administrative HR support to Care Inspectorate/SSSC staff ensuring a high level of confidentiality. 
· Contribute to maintenance of filing systems both paper and electronic in accordance with the Care Inspectorate/SSSC’s file management policies and procedures.
· Update and maintain accurate HR records and produce reports as required from the Care Inspectorate/SSSC’s systems and/or manual records as required. 

· Undertake general HR duties as required, this may include :

· Scanning, printing and photocopying. 

· Deal with enquiries from other departments timeously.
· Assist to maintain and update individual employee records on the HR system

· Assist in the provision of an advisory service to managers and employees across the full range of HR policy areas

· Support recruitment and selection processes, including the production of standard contracts, letters and general HR correspondence.

· Support employee relations case work, including absence management, grievance and disciplinary processes. 

· Assist and participate in the design, delivery and evaluation of training on HR policies and procedures.

· Undertake any appropriate work to assist the HR team as and when required.
· Look for opportunities and make recommendation for improving HR administrative processes.

· Work collaboratively with all HR staff where required to ensure consistency of standards.

· Carry out your duties in accordance with our Health and Safety policies, procedures, guidance, practices and legislative requirements, taking reasonable care for your safety and that of others who may be affected by what you do or fail to do while at work.
Relationship Management

· Project a professional image for the HR function when dealing with colleagues; members of the public and other stakeholders.

· Build and maintain positive relationships with team colleagues, customers and third party suppliers.

· Ensure effective communication of Care Inspectorate/SSSC’s work with people who use care services, carers, relatives and advocates.

· Ensure effective working protocols in accordance with Care Inspectorate/SSSC’s Communications, Human Resources, Finance, IT and Operations function. 

· Demonstrate a commitment to Care Inspectorate/SSSC’s aims, vision and values and to Care Inspectorate/SSSC’s overall objective of improving care in Scotland. 

· Demonstrate enthusiasm for delivering excellent customer service.

Other Duties

This job description is a broad picture of the post at the date of preparation. It is not an exhaustive list of all possible duties and it is recognised that jobs change and evolve over time. Consequently the post holder will be required to carry out any other duties to the equivalent level that are necessary to fulfil the purpose of the job, and to respond positively to changing business needs.
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