HR Advisor 
Salary £20,788 -£25.755pa, pro-rata. 

17.5 – 21 hours per week
We are looking for a part-time HR Advisor to work in a stand-alone position, undertaking all day-to-day operational aspects of HR within Marketing Manchester. The role would suit an experienced HR Assistant looking to take the next step in their career, or an existing HR Advisor keen to take on a new challenge. The role will involve: 

· Providing advice and assistance to management and staff on all general HR queries
· Coordinating and supporting all stages of recruitment and selection
· Supporting managers with absence and performance management procedures
· Coordinating the appraisal process

· Sourcing and arranging learning and development activities
· Updating policy documents in line with changing legislation

· Producing contracts of employment and employee correspondence
· Maintaining accurate staff records and undertaking all associated HR administration
· Acting as a liaison point with relevant external agencies (payroll, pension, employment law specialists etc) 
 


The ideal candidate will have strong generalist experience of HR administration and providing HR advice and support, along with previous experience of recruitment activity. You will need to be a confident communicator, and able to build good working relationships throughout the organisation.
You will have strong IT skills and an organised and flexible approach, with the ability to work autonomously and manage your time effectively. 

You will demonstrate thorough up to date knowledge and understanding of employment legislation and ideally, have or be working towards a HR qualification.    

This is a part-time role, working between 17.5 and 21 hours per week. 
