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JOB DESCRIPTION 

Job Title  HR Officer/Advisor 

Job Holder Vacant position 

Reports to HR Consultant  

Date May 2021 

1. Job Purpose 

With the HR Consultant, the role is responsible for introducing and embedding HR best 
practice and processes as well as ensuring the business is compliant with current 
employment law, and carrying out its duty of care. 
 
To provide professional HR advice and guidance to Alphasense managers/leaders and 
colleagues across the full range of employee relations activities and ensuring best practice 
for recruitment, performance review and development, remuneration, benefits etc. are 
followed.   
 
The role supports the HR Consultant on major change projects including, but not exclusive 
to, job evaluation, pay structures, total reward package, introduction of performance and 
development review process etc. 
 
The role provides support for effective internal communications. 
 

2. Dimensions 

Financial:  n/a 

Staff: None 

Other: To work independently and use own initiative with managers, supervisors, 
line leaders and all colleagues at both buildings, to embed and maintain 
new processes and systems. 

3. Principal Accountabilities 

Key accountabilities 
 Advise and introduce HR best practice, processes and systems to include 

Personnel private and confidential files, job descriptions, job matrix, salary 
benchmarking, occupational health review process, employee assistance 
programme, private health scheme, performance and development review 
process, salary review process, recruitment processes etc. 
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 Coach, challenge and support managers in their role of people related 
management processes (as above) 

 Provide guidance and support to line managers/leaders on employee relations 
issues including disciplinary, grievances, management of change, capability, 
flexible working applications, health related issues etc. 

 Take the lead on employee relations cases and work with managers to ensure 
they are completed in a timely, fair, consistent and professional manner through 
to resolution.  Respond proactively, anticipating next steps and ensuring a 
consistent approach is made across the business 

 Ensure Occupational Health cases are managed appropriately and offering line 
managers/leaders guidance on addressing complex absence cases 

 Support the HR Consultant in transformational change, with a commercially 
focussed approach, which may include restructures requiring appropriate people 
related actions. 

 Work with the HR Consultant and operational teams contribute to the continued 
improvement of the health of the business by using Timetastic data to monitor 
and analyse attendance performance indicators, such as sickness absence 

 Complete administration tasks such as meeting notes and assisting with 
formulation of letters and templates related to introduction of best practice in 
the above processes and systems. 

 Advise on pay and other remuneration issues, including career progression, 
promotion and benefits. 

 Promote equality, diversity and team work as part of the culture of the 
organisation. 

 
 
 
Additional Duties 

To carry out any other duties which may be reasonably expected of you by your immediate 
manager or a senior director. 

 
Alphasense Policies and Procedures 

To abide by all Alphasense policies and procedures, as detailed in your contract of 
employment and the Staff Handbook, e.g. Code of ethics, anti-bribery and corruption, Health 
and Safety, e-mail and Internet use and standards of behaviour. 

4. Context 

(a) Operating Environment: Alphasense manufactures electro-chemical gas 
sensors, and optical particle counters. All of 
Alphasense’s operations and manufacturing are 
conducted from its sole base in Braintree, Essex. 
The majority of Alphasense’s suppliers are based 
in the UK, although raw materials may be 
sourced from abroad by those suppliers 

(b) Framework & Boundaries: Working with the HR Consultant to set priorities, 
best practice and ensure processes are 
appropriately introduced to suit the business, 
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maintained and cases are compliant.  The HR 
Consultant role is part time and will offer advice 
and guidance about best practice in conjunction 
with the HR Officer, who will take a lead in 
implementation, delivery and embedding.  The 
HR Consultant and Officer will work as a team 
with the support of the part time HR 
Administrator to ensure that best practice is 
implemented and followed. 

(c) Organisation: This role will report into the HR Consultant.   

5. Relationships 

(a) Team members: HR consultant 

Finance and HR Administrator 

(b) Manager/line lead: HR Consultant  

(c) Other Contacts:  
Within the company Technical, Sales and Marketing, Operations, 

Finance and Administration Directors, other 
managers, line leaders, assistant line leads, 
supervisors, Scientists, Senior engineers, 
technicians and engineers, operators etc. both at 
building 300 and 800. 
 

Outside the company ‘Health Assured’ for Employee Assistant 
Programme 
‘AXA Health’ for Occupational Health 
programme 
‘Bupa or AXA Health’ for Private health scheme 
CIPD ‘HR Inform’ for professional advice and 
guidance 
Pension provider? 
Recruitment agents 
‘Professional Employer Organisation’ in USA 
regarding terms and conditions of employment 
for USA colleagues. 

6. Knowledge and Experience 

 CPP or an equivalent relevant qualification or experience. It is desirable for the 
role holder to work towards achievement of full CIPD membership 

 HR experience in a diverse and fast paced organisation 
 Establishes credibility quickly and possess excellent networking and stakeholder 

engagement skills thus able to influence colleagues appropriately. A confidential, 
confident and natural communicator, who builds strong relationships with 
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managers throughout the business 
 Confident and articulate with good presentation, coaching, mentoring and 

facilitation skills 
 High levels of drive and flexibility 
 Good working knowledge of employment law, proactively keeps up to date with 

changes and developments within the HR world, constantly expanding knowledge 
and continuously developing,  interpreting and advising on employment 
legislation 

 Excellent IT literacy with high proficiency in Microsoft Word and Excel 
 Fits with different teams 

7. Job Challenge(s):  

The role deals with a wide range of sensitive issues and needs to enable managers to 
make appropriate decisions and take appropriate future action in support of the success 
of the business.   

The role needs to ensure that best practice reflects the needs of the business and is 
communicated appropriately to ensure it is embedded.  

Ensuring managers are aware of the Company Personnel Handbook and follow relevant 
steps. 

Encouraging managers/colleagues to use the processes available to ensure a successful 
outcome for the business. 

Ensuring fairness, diversity and inclusion. 

Ensuring use of HR data analytics to inform decision making. 

8. Additional Information:  

Click here to enter text. 

 

9. Sign Off 

Job Holder Click here to enter text.  Manager Click here to enter text. 
 

 

 

Date        Date       
   
 


