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JOB DESCRIPTION
People Advisor
























	1. ROLE SPECIFICS

	Job Title:
	People Advisor

	Grade:
	PPS4

	Reports to:
	Senior People Partner

	Location:
	Birmingham / Hybrid

	Department:
	People Team

	Vetting Requirement:
	Basic disclosure 



	2. About the role

	What you’ll be doing
	Working in a fast-paced team, you’ll play an instrumental role in the success of the People Team, collaborating with managers to deliver a commercially focused service that drives employee engagement, development, productivity, and retention, while effectively managing employment risks.

You’ll build strong relationships with key stakeholders to provide support, advice, and guidance, helping to develop our workforce and enable the delivery of a first-class Higher Education experience.

As a People Advisor, your role is to provide a high-quality service and subject matter expertise to colleagues across the business.


	Key Responsibilities
	· HR Support: Provide high-level day-to-day support and advice to managers and employees on a wide range of people matters, including employee relations, performance management, and policy interpretation.

· Employee Relations: Partner with managers to proactively and effectively manage employee relations matters, including performance, grievances, disciplinaries, sickness absence, conduct, and capability - ensuring alignment with company policies and best practice principles.

· Policy Development: Support the development, review, and implementation of People policies, procedures, and initiatives that promote a positive working environment and ensure compliance with employment legislation.

· Training and Development: Identify HR-specific training needs and support the design and delivery of programmes that enhance managerial capability, professional development, and employee engagement.

· People Projects: Contribute to People Team projects and initiatives, driving continuous improvement of HR processes and practices to support the organisation’s strategic objectives.

· Change Management: Support the Head of HR in managing organisational change and TUPE activities, ensuring smooth transitions and effective communication throughout.

· Business Partnering: Collaborate with and influence management across the business — coaching, supporting, and constructively challenging to build strong relationships and enable the delivery of KPIs and business objectives.

· Continuous Improvement: Lead initiatives to optimise HR processes, enhancing efficiency and effectiveness across the People function.

· Values and Culture: Champion and demonstrate our QA Spirit values and behaviours to help achieve our mission and growth ambitions for the business.

	KPIs & SLAs
	· Timely Case Management: Effectively manage employee relations cases (e.g., grievance, disciplinary, performance, and absence) within agreed timescales and in line with policy and best practice.

· Manager Support and Advice: Provide accurate, solutions-focused HR advice with a high level of manager satisfaction and minimal escalations.

· Policy and Compliance: Ensure all advice, documentation, and actions are fully compliant with employment legislation, QAHE policies, and audit standards.

· People Projects and Process Improvement: Contribute to People Team projects and continuous improvement initiatives, delivering agreed outcomes within set deadlines.

· Values and Engagement: Actively promote and role-model QA’s Spirit values, supporting a positive, inclusive, and high-performing workplace culture.

	Key Working Relationships
	· Leadership
· Managers 
· People team
· Talent acquisition team



	3. About You

	Your Competencies
1: Working Level 
2: Advanced Level
3: Expert Level
	Core
Results Driven – 2
Taking Ownership – 3
Collaboration – 3
Continuous Learning – 2

Role Specific 

Attention to Detail – 3
Solution Driven – 2
Customer Focus – 1
Stakeholder Management – 2
People Management – 1
Emotional Intelligence – 1


	Your Experience
	Essential:
· Proven ability to coach, develop, and support managers and employees across a range of people matters.

· Strong and demonstrable employee relations experience, including managing complex and sensitive cases.

· Thorough understanding of key employment laws, legislation, HR policies, and processes, with the ability to apply these effectively in practice.

· Proven ability to build and maintain strong, professional relationships at all levels within the organisation.

· Experience of working within a varied and fast-paced People Team environment.

· Experience in drafting, reviewing, and updating HR policies and procedures.

· Working knowledge of redundancy and organisational change processes.

Desirable:
· Experience of supporting or managing TUPE processes.

· Experience in designing and delivering HR-focused training sessions or workshops to managers and employees.

	Your Knowledge
	As a People Advisor, you will provide a high-quality, professional service and act as a subject matter expert to colleagues across the business.
 You will offer practical advice and guidance on a wide range of people matters, ensuring consistent application of HR policies, compliance with employment legislation, and alignment with QAHE’s values and strategic objectives.


	Your Qualifications
	· GCSE standard Maths and English or equivalent

· CIPD level 5, equivalent HR Qualification or experience

	What you’ll bring to QAHE
	Essential
· Experience of delivering a high-quality customer service within a professional environment.

· Excellent organisational skills with the ability to prioritise effectively when faced with competing demands, while maintaining high levels of accuracy and attention to detail.

· Strong interpersonal, verbal, and written communication skills, with the ability to develop positive and professional working relationships both within and outside the People Team.

· Emotional resilience, enthusiasm, and confidence, with a proactive approach and a strong desire for continuous learning and development.

· Proven problem-solving skills and a detail-oriented approach to work.

· Experience of using a variety of HR systems and the full Microsoft Office suite.

· Ability to handle sensitive and confidential matters with integrity, professionalism, and discretion at all times.




	4. WORKING AT QA HIGHER EDUCATION

	QAHE is a private UK higher education provider working in partnership with UK universities to recruit to and deliver a range of programmes from foundation level to undergraduate and postgraduate degrees. We currently teach over 17,000 students from all over the world. 
We work with our partner universities cover course subject areas including Accountancy, Business, Computing, Cyber, Digital Marketing, Events Management, Project Management and Web Development all delivered in city centre locations.
We believe everyone should be given access to outstanding higher education and our aim is to make that possible.
QAHE is committed to safeguarding and promoting the welfare of children, young people and adults with care and support needs. We hold the expectation that all staff share this commitment in creating a safe and inclusive environment and as an organisation, we comply with relevant legislation and best practices in safeguarding.
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