Job Description: MSI

REPRODUCTIVE

HR Advisor - UK CHOICES

General role information

Job Title: UK HR Advisor

Reporting to: Employee Relations Partner

Salary Band: Band E — up to £33,000

Notice period: 3 Months

Budget Responsibility? No

Contract type? Fixed Term - Maternity Cover

Direct Reports? No

Client facing role? No

Key stakeholders — internal? ?\-Araer?gg:r?]teﬁte?g:r:ﬂf%gggﬂ Function
Key stakeholders — external? gggﬁgggonal Health, DBS and due diligence

About MSI Reproductive Choices

Only when choice is a reality for each of us, can we create a better, more equal world for everyone. Here
at MSI Reproductive Choices UK we are proud to be a social enterprise that is changing the world for the
better, we reinvest and donate our profits towards creating a positive social change across 37 countries
globally.

As one of the world’s leading providers of sexual and reproductive healthcare our aim is simple: to
empower clients to make the reproductive choices that are right for them. That is what we mean by client-
centred care.

At MSI Reproductive Choices UK our client-centred care philosophy means respecting our clients as
active partners in their own service, caring about who our clients are, their experiences, and how they
feel before, during and after they access care with us.

The department/team

The HR function is responsible for ensuring the appropriate, sustainable, organisational structure is in
place for MSI Reproductive Choices UK to achieve its mission, goals and objectives.

As custodians of the values and culture of the organisation, the HR team are responsible for the
employment policies, procedures, practices and systems that govern the full colleague life cycle.

All MSI Reproductive Choices job descriptions are subject to a language neutrality test prior to approval and were
always looking for new ways to make our recruitment process as fair and unbiased as we can. If yold like to provide
feedback on MSI Reproductive Choices UK recruitment process, please do so via email to
Resourcinguk@MSIChoices.org
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The role

The UK HR Advisor plays a key role in providing a pro-active, professional and efficient HR service
ensuring policies, procedures, legislation and best practice are adhered to .

The UK HR Advisor will provide specific support in relation to employee relations issues in particular
absence, conduct and performance management. They will work collaboratively with key stakeholders to
proactively identify areas where HR can add value. In this generalist role, they will support HR initiatives
and advise, guide and support colleagues and managers, providing high level people management
support.

Although this role primarily supports our Treatment Centre and Support Function teams, as part of the
wider HR Team they may also provide advisory support to our contact centre, namely One Call, in Bristol.

As this role primarily covers our treatment centres, travel to all sites will be expected, as and when
required.

Key Responsibilities

. Proactively look at ways to improve and simplify our MSUK processes and harmonising where
appropriate (this includes providing impartial advice, understanding the escalation process and
improving self-service and encouraging where appropriate).

. Be the first point of contact for HR advice included but not limited to, employee relations, policies,
processes.

. Provide pro-active support to managers on complex employee relations issues in particular
attendance, disciplinary, grievance and absence meetings and advise those leading the issues on
the appropriate approach, ensuring this complies with the relevant employment legislation, policies
and best practice. This includes investigation and hearing packs, note taking and outcome letters.

. Support our line managers to resolve individual performance / capability issues using appropriate
tools, e.g. performance improvement plans and support the manager in taking swift action as
appropriate.

. Promote line manager self-service of HR systems, polices and processes, toolkits, challenging where
appropriate.

. Support the annual appraisal process, including appraisal coaching/workshops, communications to
the organisation and compliance reporting .
. Support the wider UK HR team with key projects.

. Support the HR Coordinator with the family friendly processes, including Maternity, Paternity,
Adoption and Shared Parental Leave.

. gondéjcltI and manage the monthly sickness reporting process, working alongside the HR Advisor —
ne Call.

. Provide Agresso support and maintenance including HR reporting .
. Where required, provide efficient and professional HR administrative support to the HR team.

. Assist and oversee all HR payroll administration where required and work closely with payroll to
ensure all HR information is recorded accurately.

All MSI Reproductive Choices job descriptions are subject to a language neutrality test prior to approval and were
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. Oversee and support the HR Coordinator with the occulpatlonal health process including management
referrals, vaccination and immunisation updates as well as providing advice to line managers with
complex case management.

. Sulppgrt the annual salary review and bonus process including the collation of relevant data for
upload.

. Ensure compliance with UK immigration right to work rules and legislation and internal processes and
systems.

. Process and manage any people related subject access requests.

. Oversee monthly compliance reports and subsequently act to ensure colleagues have the correct
registrations / indemnity/DBS/citizenship checks are in place in line with our professional registration
policy.

. Support the HR KPI monthly and quarterly reporting process alongside the HR Coordinator, and
proactively develop strategies for improving areas of concern.

. Support HR policy reviews and development.

Please note that you may also be required to carry out reasonable additional ad-hoc duties, at the
request of your line manager.

Please read this document in conjunction with the Person Specification for the role.

By signing below, you indicate that you have read and agree to this job description.

Full name:

Signature:

Date:
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