
Job Description

Job Title: Senior People Advisor Department: People and Culture

Responsible 
To:

Head of People and Culture Salary: Up to £38,000

Location:
Pitlochry Festival Theatre, 
with some hybrid working 
possible

Position Type:
Permanent, Full Time, 35 
hours per week (annualised 
hours contract)

Working Hours:
Normally Monday to Friday,  office hours. Some flexibility  will  be needed at
peak  times,  particularly  during  seasonal  recruitment  campaigns,  and
occasionally to support occasional evening or weekend activity.

Key 
Relationships

Head of  People  and Culture;  People  and Recruitment  Administrator  (direct
report); Chief Executive and Senior Management Team; heads of department
and line managers across all areas of the Theatre; employees; the Finance
and Payroll team; candidates and applicants; the Theatre's employment law
advisers;  Occupational  Health  and  Employee  Assistance  Programme
providers;  recruitment  platforms,  agencies,  colleges  and  universities,  and
other external HR service providers.

Context

Since 1951, Pitlochry Festival Theatre has been the artistic heart and soul of
Highland Perthshire, attracting over 100,000 visitors every year. We're more
than just a place to see a show; we're Scotland's leading producer of musical
theatre,  and  the  country's  only  rurally-located  major  arts  organisation.  Our
purpose is to improve lives by sharing Pitlochry with the world and the world
with Pitlochry. Our mission is to create life-changing experiences for as many
people as possible through our theatre and our environments. We strive to
inspire  imaginations,  foster  new levels  of  understanding,  and  nurture  well-
being,  growth,  and  connection.  Pitlochry  Festival  Theatre's  campus  now
comprises a 538 seat Auditorium, a 172 seat Studio theatre as well  as our
Amphitheatre  in  the  theatre  grounds.  Our  home  is  a  glorious  eleven-acre
campus that includes the Explorers Garden. More than a place to come and
see  a  show,  we  offer  great  theatre  and  art  for  everyone  in  an  inspiring,
creative atmosphere.

Purpose and 
Key 
Accountabilitie
s

The Senior People Advisor delivers a professional, responsive and practical
People  service  across  the  Theatre.  The  post-holder  manages  employee
relations casework, advises and coaches managers, oversees recruitment and
people operations, and supports the Head of People and Culture make sure
the Theatre's employment practices are fair, consistent and legally compliant.

Working closely with the Head of People and Culture, the post-holder supports
the  delivery  of  the  People  strategy,  provides  regular  People  data  and
reporting, and line manages the People and Recruitment Administrator, setting
priorities and checking the quality of their work.
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Main Responsibilities:

• To manage employee relations casework from start to finish, giving clear
advice to managers and making sure processes are fair, well documented
and in line with the Theatre's policies and the ACAS Code of Practice.

• To provide practical advice to managers and employees on employment
law, the Theatre's policies and good practice, and to coach managers to
deal with issues early.

• To oversee recruitment, onboarding, probation, contractual changes and
leavers, including the Theatre's seasonal recruitment campaigns, so that
roles are filled fairly and in good time.

• To make sure the Theatre meets its employment compliance obligations,
including  working  time,  annualised  hours,  right  to  work  and  visa
requirements.

• To  line  manage,  supervise  and  develop  the  People  and  Recruitment
Administrator, and to oversee the HR system and People data.

• To produce  regular  HR reports  and  data,  and  to  support  the  Head  of
People  and  Culture  with  policy  development,  the  People  strategy,
organisational change and employee engagement.

Delegated Authority:

The Head of People and Culture retains responsibility for strategic direction,
policy approval and decisions involving significant risk. The post-holder works
within  agreed  delegated  authority  and  refers  matters  requiring  senior  or
specialist advice to the Head of People and Culture.

Key Tasks:

Employee 
Relations

To  manage  employee  relations  casework,  including  absence,  grievance,
disciplinary,  performance,  capability,  whistleblowing,  flexible  working  and
family leave matters, advising managers at each stage and attending formal
meetings where required.

To make sure casework follows the Theatre's policies,  the ACAS Code of
Practice and agreed timescales, and that clear and accurate records are kept.

To identify complex, high-risk or sensitive cases early and refer them to the
Head of People and Culture, including where specialist legal advice may be
needed.

To prepare case papers, investigation terms of reference, outcome letters and
appeal  documentation,  and  to  support  or  carry  out  investigations  where
appropriate.

Advice and 
Manager 
Support

To provide practical advice to managers and employees on employment law, 
the Theatre's policies and procedures and good practice.

To coach managers to address issues early, manage their teams effectively 
and apply the Theatre's policies consistently.
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To design and deliver manager briefings and training on People policies and 
processes, working with the Head of People and Culture.

Absence, 
Wellbeing and 
Occupational 
Health

To advise managers on managing complex short and long-term absence and 
reasonable adjustments.

To prepare and manage Occupational Health referrals, and to support return 
to work plans, reasonable adjustments and the implementation of 
recommendations.

To support stress risk assessments with employees and managers, using the 
Theatre's agreed approach.

To promote the Theatre's wellbeing support, including the Employee 
Assistance Programme and any other available resources.

Recruitment and
Resourcing

To  oversee  the  Theatre's  recruitment  process,  including  the  seasonal
recruitment campaigns,  making sure vacancies are authorised,  selection is
fair  and  inclusive,  and  the  required  checks  and  approvals  are  completed
before anyone starts work.

To help managers prepare job descriptions and person specifications using
the  Theatre's  template,  checking  them  for  accuracy  and  consistency  and
referring any queries to the Head of People and Culture.

To draft job adverts in line with the Theatre's house style and employer brand,
and to post roles on the Theatre's website, job boards, sector platforms and
social media, choosing channels that will reach a diverse range of candidates.

To  advise  managers  on  fair  selection,  including  shortlisting,  interview
questions, assessment tasks and reasonable adjustments for candidates, and
to sit on interview panels where required.

To track recruitment activity and produce regular reports on vacancies, time to
hire, advertising costs and outcomes for the Head of People and Culture.

To review recruitment  practice regularly  and suggest  improvements to the
process, candidate experience and the Theatre's employer brand, including
representing the Theatre at careers fairs, college and university events where
appropriate.

To  oversee onboarding  and probation,  making  sure  new starters  are  well
inducted and that probation reviews and outcomes are completed on time.

Compliance and
Contracts

To  identify  and  reduce  employment  compliance  risks,  referring  significant
risks to the Head of People and Culture.

To  oversee  compliance  with  working  time  requirements,  annualised  hours
arrangements, right to work checks and visa or sponsorship obligations.

To  oversee  contractual  changes  and  leaver  processes,  making  sure  the
correct approvals, documentation and deadlines are in place.

To  keep  up  to  date  with  changes  in  employment  law,  including  the
Employment Rights Act 2025 reforms, and to advise on their impact on the
Theatre's policies and practice.
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Pay and Payroll

To support the annual pay review, including preparing data and drafting 
approved pay letters.

To review and check payroll change information prepared by the People and 
Recruitment Administrator before it is submitted to Finance and the payroll 
provider, making sure financial authorisation follows the Theatre's approval 
arrangements.

Team 
Management 
and HR Systems

To line manage, supervise and develop the People and Recruitment 
Administrator, setting priorities, checking the quality of work and supporting 
their development.

To oversee the HR system, including data accuracy, workflows, reporting and 
improvements, and to support the implementation of any new HR system.

To make sure People records are accurate, secure and handled in line with 
UK GDPR.

Reporting and 
People Data

To produce regular HR reports and data for the Head of People and Culture 
and the Senior Management Team, including headcount, turnover, absence 
and recruitment information.

To use People data and feedback to identify risks, trends and areas for 
improvement in the People service.

Policy, Strategy 
and 
Improvement

To support policy and process development, keeping guidance, templates and
standard letters current and consistent.

To support delivery of the People strategy, organisational change, employee 
engagement, HR projects and People communications.

To support and develop equality, diversity and inclusion good practice across 
the Theatre, including the Theatre's EDI Plan and its commitment to Fair 
Work First.

Health, Safety 
and 
Environment

To comply with health and safety and other licensing legislation as directed 
and set out in the Theatre's Health and Safety Policy.

To support the Chief Executive in their legislative duties under the Health and 
Safety at Work etc. Act 1974.

To support the Chief Executive and the nominated Green Champion in 
meeting the Theatre's aims and ambitions for its environmental impact.

Other To handle all information with the highest level of confidentiality and 
discretion.

To champion and promote the Theatre's values and behaviours, and act as 
an ambassador for the Theatre.

To always act in the best interests of the Theatre and in line with all company 
policies.

To attend training as required to keep knowledge and skills up to date, and to 
maintain own continuing professional development.

To assist the department with work experience placements, offering work 
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shadowing, training and mentoring as required.

Any other duties or projects reasonably required by the Head of People and 
Culture or the Chief Executive to ensure the smooth and efficient operation of 
the People and Culture function and the organisation.
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Person Specification

Our purpose and our values

We exist to improve lives by sharing Pitlochry with the world and the world with Pitlochry.

We do this:

• By creating theatre that excites, engages, and challenges.

• By inspiring imaginations, senses of adventure, and new levels of understanding that change 
worlds.

• By nurturing environments to encourage wellbeing, growth, connection, and a sense of 
belonging.

• By exploring new ways of seeing and collaborating.

In everything we do we are creative and respectful, and in every situation we are collaborative and 
empowering.

Personal behaviours and style

We are looking for people who share our core values and can demonstrate their commitment to:

• Commitment to Excellence

• Teamwork

• Creativity

• Inspirational sense of belonging

• A nurturing environment

The successful candidate will need to be able to demonstrate the following skills, experience and 
attributes in both the written application and the interview process:

Requirements Essential Desirable Assessment 
Method

Qualifications 
and 
Knowledge

• CIPD Level 5 Associate 
Diploma in People 
Management, or equivalent 
knowledge gained through 
relevant experience

• Sound working knowledge of 
UK employment law and HR 
good practice, and how to 
apply it in practice

• Knowledge of right to work 
requirements and pre-
employment checks

• Working knowledge of UK 
GDPR as it applies to HR 

• Knowledge of visa 
and sponsorship 
requirements

• Knowledge of the 
PVG Scheme and 
Disclosure Scotland 
checks

• Knowledge of 
inclusive recruitment 
practice and Fair 
Work First

Application / 
Certificates / 
Interview
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Requirements Essential Desirable Assessment 
Method

records

Experience • Strong generalist HR advisory 
experience, including 
independently managing 
employee relations casework

• Experience of managing or 
overseeing end-to-end 
recruitment

• Experience of improving 
policies, processes or 
compliance arrangements

• Experience of supervising 
others and delivering a high-
quality service

• Experience in the 
arts, charities or 
organisations with 
varied contracts and 
seasonal working 
patterns

• Experience of high-
volume or seasonal 
recruitment

• Experience of 
organisational change

• Experience of 
designing or 
delivering manager 
training

• Experience of HR 
system 
implementation

Application / 
Interview

Skills and 
Abilities

• Confident use of HR systems, 
Excel and People data, with 
the ability to produce clear 
reports

• Excellent written and verbal 
communication skills, including
drafting clear letters, reports 
and job adverts

• Able to coach and influence 
managers, and to challenge 
constructively

• Able to manage competing 
priorities and meet deadlines

• A high level of accuracy and 
attention to detail

• Experience of using 
social media and 
sector platforms to 
promote roles and the
employer brand

• Confidence 
presenting to groups, 
such as at careers 
fairs or manager 
briefings

Application / 
Interview / 
Task

Personal 
Qualities

• Discretion, integrity and sound 
professional judgement when 
handling sensitive and 
confidential matters

• An approachable, collaborative

Application / 
Interview
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Requirements Essential Desirable Assessment 
Method

style

• A commitment to equality, 
diversity and inclusion, and to 
treating people fairly

• An interest in the arts and the 
vision of Pitlochry Festival 
Theatre
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