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Title: People & Culture Advisor
Directorate: People & People Services
Responsible to: Head of People & Culture
Grade: 4.1
Main purpose of the job
o To work with the P&C Business Partner to ensure a first-class People service is delivered and to
give cohesion to the initiatives emanating from the P&D function
e To provide guidance and advice to managers and employees on HR policies and procedures in
accordance with current employment legislation and best practice
e To provide support to volunteer managers across the organisation on volunteer related matters
e To support and coach managers so that they develop the confidence, skills and knowledge in all

areas of people management

Key responsibilities

Working closely with, and supporting the P&C Business Partners, advise managers and employees
on HR policies and procedures in relation to all employee-related matters, i.e. absence
management, performance management, employee relations issues and case work where
appropriate.

Deal with queries received into the People inbox from managers or employees as assigned or
escalated by the P&C Administrator

Provide advice to managers on the process for dealing with flexible working requests and
maternity/family related leave

Undertake monthly analysis of sickness absence and follow up with managers to ensure the full
absence management process has been completed

Process paperwork for occupational health referrals and annual night worker assessments, liaising
directly with the external provider. Log the receipt of reports and provide any follow up as required
by the P&C Business Partners

Identify common gaps in knowledge or themes relating to people management, for both employees
and volunteers, and develop appropriate guidance documents and resource materials as required
Assist with implementing new and revised P&C policies including the design of new associated
forms and letters.

Work with the P&C team to ensure that a timely and efficient support service is provided to our
people and participate with reviewing any of our processes within the team where necessary
Provide P&C support at meetings and minute taking as required

Work with the Talent & Resourcing team to develop volunteering management solutions for teams,
through regular meetings with volunteer management groups

Provide support to our volunteer managers on using the volunteer database and monitoring Inbox
relating to this

Promoting equality of opportunity, diversity, and inclusiveness to ensure that the delivery of
people management, policies, and systems through all aspects of the Charity are fair,

transparent, and consistent, without prejudice or discrimination to all internal and external
stakeholders.

Working with the P&C Business Partner and key stakeholders in the Directorates to help drive the
One Blue Cross culture by ensuring all people policies and procedures are adhered to whilst
demonstrating the Blue Cross Values.

To assist the Business Partner in the development and delivery of management workshops to
support the ongoing implementation and adherence to the People policies
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e Under the direction of the Business partner, produce adhoc management information reports from
MyHub particular to each department and Directorate.

Other duties and responsibilities
¢ In conjunction with the other P&C Adviser, analyse people metrics and insights as required

e Provide back up support for preparation of contract changes in absence of P&C Administrator

e To effectively participate in both HR and volunteering projects or other ad hoc work as required

o To pro-actively keep up to date with changes to employment legislation

e To fully embrace and promote Blue Cross culture and values during the course of your work
The person

You will be a great communicator with a positive attitude to your work and able to work well under pressure.
You should present a professional image to all levels within the organisation, both internally and externally,
and work in a way which reflects our values and culture.

You will have the ability to lead and manage a variety of workstreams. With an organised and structured
approach to your work, you will possess the initiative to respond to, and action, a variety of issues.
Additionally, you will be adaptable and possess the ability to prioritise tasks as workload demands and
apply discretion at all times as you will be handling confidential and sensitive data and issues. The ability
to travel to different Blue Cross sites across the UK is required.

Essential qualifications, skills, and experience
e Previous experience of working in HR, gained throughout the employee life cycle
Confident in dealing with numbers and experience of analysing and reporting data
Excellent interpersonal skills and customer-facing skills
Strong communication skills, both written and verbal
Good attention to detail
Great administration skills
A proven track record of prioritising and organising work and projects within a busy and multi-
functioning role
IT literate with MS Office, web-based platforms, and databases
e The ability to demonstrate, understand and apply our Blue Cross values.

Desirable qualifications, skills, and experience

CIPD Level 3

Experience of working with volunteers in a HR environment
Experience of managing projects and development programmes
An understanding of the demands of the voluntary sector

The duties outlined in this job description are not intended to be exhaustive and may be subject to
periodic review and amendment to meet the needs of Blue Cross.
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Our values

Our values define the way we do things. We use them every day to guide us, and to make sure we put
people and pets at the heart of everything we do.

Compassionate: We listen, we are non-judgmental, we are kind and caring to the pets and people we
encounter, and we offer support in difficult times

Courageous: We make brave decisions, embrace change, and encourage innovation, ensuring we always
act with integrity — doing the right thing even when no one is looking

Inclusive: We value all our relationships and work in an open and positive culture where we celebrate our
diverse talents and empower you to be you



