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JOB TITLE



:
Transactional Services Advisor
GRADE



:
5
POST NO



:
3051 & 3052
SERVICE



:
Human Resources
UNIT




:
     
REPORTS TO


:
Transactional Services Team Leader
RESPONSIBILE FOR

:
Making purchases and processing invoices
LIAISON WITH


:
Managers, employees, other workers, trade union representatives, job applicants and external bodies
PURPOSE OF JOB

Provide a first contact HR customer service to support the effective application of HR policies and associated processes and systems acting as the first point of contact for employees dealing with queries and changes relating to basic employment issues.

Undertake all HR (HR, Payroll and Learning & Development) administrative processing and the development and maintenance of efficient data and administration systems (manual and electronic), document management systems and web based content within the HR portfolio in accordance with Data Protection legislation and policies of Exeter City Council.
 

MAIN ACTIVITIES

1. Provide the first line contact and support to the Council in relation to HR activities – payroll, learning and development and generalist HR.
2. Through analysis of the requests received sign post or provide information as appropriate on payroll, policy, procedure, terms and conditions and learning and development questions.
3. Working with the Transactional Services Manager and the HR Business Team contribute to and develop employment policy related toolkits 
4. Provide managers and other users with signposts, templates, forms, system user guides and examples of policy application. 
5. Support the Payroll Officer as required ensuring the payroll is completed on time and to the required standard.
6. Provide efficient and effective procedural support to the HR team as directed by the TSM including the administration of discipline and grievance processes, recruitment, learning and development, job evaluation, ill health case management etc maintaining accurate records as required to ensure the delivery of the service level agreements (SLA).
7. Support and guide service users in the use of the HR/Payroll database and document management systems regarding queries and general navigation and security of the systems.
8. Contribute to the development and production of standardised operating procedures and user guides to ensure a consistent and standardised response is provided.
9. Using knowledge of service user needs to suggest improvements to the delivery and performance of the transaction services section and contribute to an innovative approach to service delivery by the effective use of technology to streamline systems and processes and improve overall performance.
10. Produce process and distribute correspondence in relation to employees’ contractual arrangements, appointments, ill health referrals and training needs.
11. Provide the administrative support to the HR unit in respect of all internal and external needs e.g. payment of invoices, provision of travel tickets, provision of stationery, eye test vouchers etc.
12. Plan and co-ordinate support for case work and associated reports under the direction of the HR Business Partner's and record inputs and outcomes as appropriate.
13. Provide reports/statistics in line with the agreed SLA and on an ad hoc basis as requested, including the provision of data in relation to Freedom of Information requests.
14. Assist with the audit and review of computerised records as required making adjustments as necessary to ensure legislative and internal compliance.
15. Participate in development activities to ensure own knowledge is up to date at all times and that performance is continually improving to increase efficiency and effectiveness of the HR Unit.
16. 
Any other duties commensurate with the role.
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