
 

 

 

 

HR Adviser Role Specification 
 

Overview 

 

Bright Care is an award-winning business established in 2009 to provide fully managed in-home 

senior care and companionship throughout Scotland with a growing presence in England. We 

currently have six branches in Scotland and one in England and, as one of the top providers of in-

home senior care in the UK, we are growing fast with plans to expand much further in England.  

  

To support this growth, we are now looking to appoint an HR Advisor who will report directly to 

our Head of People.  

 

Who are you? 

 

• You will be a talented individual with a generalist HR background, looking to take the next 

step in their career.  

• You will have a good understanding of current employment law and be able to advise and 

guide line managers on best practice.  

• You will be focussed on the health and wellbeing of our people and ensuring they have 

opportunities to work safely and reach their full potential and will enjoy managing the 

processes and procedures that facilitate this. 

• You will also be a bit of a stickler for detail, while appreciating that things aren’t always 

perfect and working in a fast paced, innovative business demands change.  

• You will need to very quickly gain the confidence of the branch teams as being the ‘go to’ 

for all HR related advice and guidance, so you will be confident in your own knowledge 

and working with people across all levels of an organisation.  

• Supporting the Head of People, and forming part of the People Team alongside coaching 

support, recruitment support and Bright Care Academy, you will work in close step with 

the development and support of colleagues across the business. 

 

 



 

 

What are you responsible for? 

 

● Providing advice, guidance and development on operational HR and health and safety 

issues and employee relations issues (e.g. performance management, disciplinary and 

grievance, absence management, leave management etc.).  

● Supporting managers in resolution of employee relations issues. 

● Production of relevant HR management information reports and information and 

support sessions/workshops for managers. 

● Responsible for all HR processes and procedures and document and record management 

in all operational HR areas (ensuring confidential handling of employee information in 

accordance with Data Protection legislation). 

● Writing policies and procedures and keeping these under continual review to reflect 

current employment legislation.  

● Provide advice, guidance and structure on salary structures. 

 

What Knowledge and Experience do you have? 

Sound HR generalist experience, with experience and aptitude for developing, reviewing and 

updating policies and procedures. 

● General knowledge of current and forthcoming employment law, case law and best 

practice. 

● It would be advantageous to have experience in managing employee relations cases 

including disciplinary and grievance. 

● Ability to provide both verbal and written information clearly, succinctly, and 

persuasively, as well as ability to influence others. 

● Proven track record of delivering excellent customer service and of seeing tasks through 

to completion. 

● Ability to respond to a high volume of queries, ensuring a high attention to detail, 

consistency and accuracy. 

● Ability to exercise sound judgment when dealing with queries and issues and when 

escalation is appropriate. 

 

 



 

 

What skills and personal attributes are important? 

● Managing self  

Being aware of your own behaviour and mindful of how it impacts on others. 

● Developing self and others 

Showing commitment to own ongoing professional and personal development and that 

of others. We are learners.  

● Embracing change 

Being open to and engaging with new ideas and ways of working. Adjusting to unfamiliar 

situations, shifting demands and changing roles in a growing business. 

● Building relationships 

Providing the best quality service to external and internal clients. Building genuine and 

open long-term relationships. 

● Finding solutions 

Taking a holistic view and working enthusiastically to analyse problems and to develop 

workable solutions.  

● Working together 

Working collaboratively with others in order to achieve objectives. Recognising and 

valuing the different contributions people bring to this process. 

● Engaging with the wider context 

Enhancing your contribution to Bright Care through an understanding of the bigger 

picture and showing commitment to our organisational values. 

● Achieving Results 

Consistently meeting agreed objectives and success criteria. Taking personal 

responsibility for getting things done. 

Location 

Our Head Office is currently based in Edinburgh, with English expansion based from Cranleigh, 

Surrey and the leadership team spread between both locations.  We have branches across 

Scotland and we are expanding in England. There is an expectation that you will be able to travel 

to all of our locations across the UK as regularly and as required. 

Salary 

Between £26,000 and £28,000 depending on experience. 



 

 

To Apply 

Please send your CV and a covering letter that references the Candidate Requirements and 

reflects upon your suitability for this role, to the Head of People, Jo Lee, at jo@brightcare.co.uk. 


