[image: Standard Header BCBC Swirl Colour]

[image: Standard Header BCBC Swirl Colour]
Job Description

DEPARTMENT:	Human Resources and Organisational Development

POST:	Investigating Officer

GRADE OF POST:	GR10

RESPONSIBLE TO:		HR Business Partner Manager

JOB PURPOSE:	
To plan and undertake timely, thorough, objective and impartial workplace investigations in accordance with the Council’s HR policies and procedures, relevant employment legislation and recognised good practice. The postholder will gather and assess evidence, conduct investigation meetings, produce clear and evidence-based reports, and present findings at formal hearings where required, enabling fair and informed decision-making.
PRINCIPAL RESPONSIBILITIES AND ACTIVITIES:

· Manage a caseload of investigations, provide progress updates, identify risks or delays promptly and complete work within agreed or reasonable timescales.
· Establish the scope of the investigation and identify key issues, timescales and reporting arrangements with the Corporate Director/nominated officer.
· Plan the investigation by identifying relevant witnesses, evidence sources, and timescales and ensuring timescales are under review as new information emerges
· Conduct fair, sensitive and structured investigation meetings and obtain accurate statements from all parties, ensuring procedural requirements and reasonable adjustments are addressed.
· Gather, review and analyse relevant evidence, including documentation, emails, records, policies, CCTV and any other relevant sources necessary, that both supports and contradicts the matters under investigation.
· Assess evidence objectively, identify disputed and undisputed facts and reach balanced findings on the balance of probabilities, without determining disciplinary or resolution outcomes.
· Produce clear, comprehensive and evidence-based investigation reports setting out the background, methodology, evidence considered, findings and any recommendations. 
· Present investigation findings and respond to questions at disciplinary, resolution, appeal or other formal hearings, where required.
· Maintain independence, impartiality, confidentiality and appropriate data protection throughout each investigation, declaring any actual or potential conflict of interest.
· Liaise appropriately with Corporate Director/nominated officer, HR colleagues, trade union representatives, legal advisers, safeguarding professionals and external bodies while preserving the integrity of the investigation.
· Contribute to continuous improvement by identifying recurring procedural or organisational learning issues and contributing to the development or review of investigation guidance, templates, good practice and policy reviews.
· Develop and deliver investigating officer training to managers across the organisation.

GENERAL DUTIES

Health and Safety
To fulfil the general and specific roles and responsibilities detailed in the Health and Safety Policy

Equal Opportunities
To ensure that all activities are operated in accordance with Equal Opportunities legislation and best practice.

Safeguarding
Protecting children, young people or adults at risk is a core responsibility of all employees. Any concerns should be reported to the Adult Safeguarding Team or Children’s IAA Service within MASH.

Review and Right to Vary
This Job Description is as currently applies and will be reviewed regularly. You may be required to undertake other tasks that can be reasonably assigned to you, including development activities, which are within your capability and grade.




Person Specification
Investigating Officer

The following attributes represent the range of skills, abilities and experiences etc. relevant to this position.  Applicants are expected to meet the attributes that have been identified as essential.
	Attributes
	Requirements
	Essential
	Method of Evaluation/ Testing

	Qualifications, Education & Training
	· Relevant degree-level qualification, professional HR qualification, recognised investigation training, or the ability to demonstrate equivalent competence through substantial relevant experience.
	Yes
	Production of original Qualification Certificates and application form.

	
	· Evidence of continuous professional development.
	Yes
	

	Knowledge & Experience
	· Substantial experience of conducting or supporting workplace investigations, including planning, interviewing parties, evaluating evidence and producing investigation reports.
	Yes
	Interview, application form and selection process.

	
	· Experience of managing sensitive, contentious or high-risk cases involving multiple witnesses, conflicting accounts and complex evidence.
	Yes
	

	
	· Sound knowledge and practical experience of disciplinary, resolution complaints, safeguarding and related employee relations procedures.
	Yes
	

	
	· Knowledge of the principles of fair and reasonable workplace investigations, including impartiality, proportionality, confidentiality, natural justice, evidence handling and the balance of probabilities.
	
	

	
	· Experience of presenting findings and responding to challenge at formal hearings, panels or similar proceedings.
	Yes
	

	
	· Detailed knowledge of relevant employment law, the ACAS Code of Practice, data protection requirements and organisational policies as they apply to workplace investigations.
	
	

	Knowledge & Experience (continued)
	· Ability to distinguish facts, evidence, inference and opinion and to reach balanced, defensible findings based on the available evidence.
	Yes
	Interview, application form and selection process.

	
	· Understanding of organisational development principles. 
	
	

	
	· Experience of building effective relationships with trade union colleagues.
· Experience of developing and delivering straightforward training courses and learning sessions.
	


Yes
	

	Skills & Personal Qualities
	· Ability to plan and conduct investigations independently, objectively and proportionately
· Highly developed questioning, active listening and interviewing skills, with the ability to build rapport while testing accounts appropriately and sensitively.
	Yes
	Interview, application form and selection process.

	
	· Ability to analyse complex and sometimes contradictory information, identify evidential gaps and pursue relevant lines of enquiry.
	Yes
	

	
	· Ability to maintain professional boundaries, manage challenging interactions and remain impartial under pressure.
	
	

	
	· Ability to work with and understand complex information.
	
	

	
	· Ability to maintain high levels of confidentiality at all times. 
	
	

	
	· Excellent interpersonal, communication and presentational skills, along with IT competence.
	
	

	
	· Ability to prioritise and manage own workload, particularly in respect of case management and meet deadlines.
	
	

	
	· Excellent report-writing skills, with the ability to structure evidence clearly, explain the basis for findings and produce accurate, concise and defensible reports.
	Yes
	

	
	· Able to demonstrate confidence, credibility, and integrity at all levels.
· Required to attend in-person meetings across Bridgend County Borough.
	
	

	Skills & Personal Qualities (continued)
	· Full driving licence and access to a vehicle. 
· The ability to greet customers through the medium of Welsh is a requirement for this post.

	Yes

	Interview, application form and selection process.
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