
JOB DESCRIPTION

Job Title:


HR Adviser
Department:


Business Support - HR & Corporate Governance
Location:


SBHA Head Office

Salary:


Grade E
Reports To:


Head of People 

Date:



August 2026 ________________________________________________________________

Overall Purpose

To support the delivery of a comprehensive range of HR Services, aligned to SBHA’s vision and values, to SBHA which meet organisational objectives and support the strategic business aims of the organisation.

Work in partnership with internal and external stakeholders to provide proactive, comprehensive solution-orientated support to the organisation, and professional HR advice to colleagues.
Principal Accountabilities 
· Deliver operational HR services to SBHA Teams undertaking and streamlining administrative HR activities.

· Undertake and streamline transactional HR administration and record keeping.

· Accurately record and maintain records to aid in the delivery of KPI’s and ensure that SLA’s and legislative requirements are met.
· Provide HR data, produce and analyse reports, as part of the reporting framework and provide data to support business decisions as required, including monthly and quarterly KPIs and the annual ARC return.   

· Advise managers on the recruitment process and their recruitment strategies to find the most suitable person for the role.
· Support, advise and guide managers when providing support and advice on employment relation issues to ensure legislative requirements are met minimising potential risk. 

· Coach managers to develop their people management skills to enable them to deal with Employee relation cases.
· Advise key stakeholders on HR and employment issues through partnership working to ensure a collaborative and consistent approach across all Strategic Business Units. 
· Support, advise and guide managers when carrying out sickness reviews for employees and assist in reviewing sickness absence cases leading to capability assessment and liaising with Occupational Health to ensure that risk is minimised, and employee experience is considered at every step.

· Draft and where appropriate, approve contractual documents and HR letters in line with employment legislation and best practice to minimise risk and provide an enhanced customer service.
· Research, Review and contribute to the development and implementation of new policies ensuring they are in line with employee legislation to minimise and manage risk.
· Contribute to the development of L&D processes working with managers to promote continuous development of their teams.

· Contribute to the development and training of HR policies and procedures to minimise and manage risk. 

Performance 
 
1. Ensure the achievement of good performance and high standards in compliance with regulatory frameworks and related industry best practice standards. 

2. Ensure the Head of People is kept appraised of performance against targets, emerging trends and progress of improvement actions. 
3. Lead by example when communicating both internally and externally, by using plain language to ensure everyone is informed and engaged. 
Governance & Compliance 
 
1. Comply with all policy directions and regulations of SBHA in regard to financial regulations and standing orders relating to people management and governance activity. 
2. Contribute to the development of and implementation of SBHA’s Health and Safety Policies and Procedures in relation to the safety of all tenants, staff, partners, contractors, and members of the public as specified by the Health and Safety at Work Act 1974, and other related Acts. 
3. Ensure that all HR administration systems and records are maintained and updated efficiently and effectively and that all data is processed in a  compliant and reliable manner.
4. Keep pace with employment legislation to ensure compliance in all areas and where necessary obtain legal or other professional guidance.  Make relevant recommendations, and implement approved decisions in relation to these changes. 
General

1. Promote and represent the Association locally and nationally.
2. Model and promote behaviours consistent with SBHA’s values and standards and observe and continually promote equal opportunities and diversity in compliance with Association policy.

3. Commit to continuous personal and professional development and keep abreast of emerging or new legislation, standards, and best practice. 
4. To maintain awareness of Tenant participation and engagement as a commitment by SBHA to its Tenants and encourage customer involvement and active engagement to help shape the service.
5. To be aware of and comply with personal responsibility for Health and Safety in the workplace and lone-working, and the Association’s general responsibility for the Health and Safety of its customers and Tenants.

6. Carry out any other reasonable duties appropriate to this post, as requested.

7. Be available for Out of Hours duties and services as required.

Contacts
Internal: 
Executive Team, all SBHA Team members
External: 
Trade Unions and Staff Associations, Housing Associations, Government Bodies, Occupational Health Providers, Professional Organisations, solicitors and legal advisors, training advisors, external partners, ACAS, statutory and regulatory bodies
Working Environment

Hybrid working between the office and home may be offered for this post where relevant and with prior agreement from line manager.

On occasion you will be work outwith and in excess of normal working hours.   For SBHA grades G-J, no additional payment will be made in this regard.   For other SBHA grades, compensation will be made in the form of time off in lieu.

You may be required to travel within Scottish Borders area and occasionally outwith. 
PERSON SPECIFICATION

Job Title:       


HR Adviser

  

Department:
   

Business Support - HR & Corporate Governance
Date:
           


August 2026
	
	Value
	Assessed at

	Requirement


	Essential
	Desirable 
	Application
	Interview
	Test
	Presentation

	Education & Qualifications
	
	
	
	
	
	

	Educated to HND standard, or able to demonstrate equivalent through experience. 
	(

	
	(

	(

	 
	 

	Member of the Chartered Institute of Personnel and Development
	
	(
	(
	
	
	

	Knowledge & Experience
	
	
	
	
	
	

	Minimum of 3 years’ experience in a similar role.
	(

	
	(

	(

	
	

	Up to date knowledge and understanding of employment law, HR policies and procedures, and best practice
	(

	
	(

	(

	
	

	Track record of working to deadlines within a fast-paced working environment.
	(

	
	(

	(

	
	

	Detailed understanding of employee relations and case work and knowledge of how to access guidance around employment law and ACAS.
	(
	
	(
	(
	
	

	Experience of designing and delivering training sessions/presentations
	
	(
	(
	(
	
	(

	Excellent computer skllls, competent user of Microsoft Office and knowledge of using and reporting from HR Management information services.
	(

	
	(

	(

	
	

	Skills and Abilities
	
	
	
	
	
	

	Demonstrated commitment to achieving high-quality standards of customer services and best practice in all areas
	(

	
	
	(

	
	

	Ability to build, maintain and consolidate effective working relations internally and externally.
	(
	
	
	(
	
	

	Strong analytical and written skills, including report and letter writing
	(
	
	(
	
	
	

	Ability to present information competently with good group/ individual facilitation skills
	(
	
	(
	(
	
	

	Excellent interpersonal and communication skills with the ability to problem solve and negotiate confidently and effectively. 
	(
	
	(
	(
	
	

	Coaching and mentoring skills
	
	(
	(
	(
	
	

	Strong organisational and administrative skills with the ability to prioritise workload effectively, demonstrate attention to detail, respond flexibly and to tight deadlines
	(
	
	
	(
	
	

	Other Requirements
	
	
	
	
	
	

	Current driving licence and access to own transport
	
	(
	(
	
	
	

	Awareness of regulatory frameworks and performance standards for Housing Sector
	(

	
	(


	(


	
	

	Team player with a positive attitude.
	(
	
	
	(
	
	

	Proactive & flexible approach 
	(
	
	
	(
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