
 

POSITION DESIGNATION 
 

Job Title: Human Resources Advisor 

Administrative Unit: Human Resources Services 

Immediate Supervisor: Denyse Jomphe 

Title of Immediate Supervisor: Director, Human Resources 

Work Schedule: 35 hours per week 

 
Saint Paul University (1848) is the college founder of the University of Ottawa, with which it 
maintained a federation relationship since 1965. Bilingual and human scale, it has nearly 1,000 
students; it offers social communication programs, counseling and psychotherapy, canon law, 
public ethics, conflict studies, philosophy, theology and human relations. Saint Paul University 
offers an environment conducive to professional growth and competitive benefits. 
 
In this document, the masculine pronoun is used without discrimination and only for conciseness. 

 

JOB DESCRIPTION 
 

POSITION PURPOSE 
 
Under the supervision of the Director, Human Resources, the incumbent acts as a human 

resources generalist. Areas of responsibility include staffing, workforce planning, individual and 

team training and professional development, job classification, and performance management 

of University employees. The incumbent advises managers in matters related to his areas of 

responsibility. He advises and assists them in the interpretation of human resources policies, 

administrative procedures, legislation and regulations, and helps them with staff management. 

He participates actively in implementing, applying and communicating new human resources 

programs and processes, and in standardizing HR practices and processes. He also 

participates in special projects, and acts as an agent of change. 

 
DETAILED FUNCTIONS 
 

1. Recruitment, staffing, job classification and employee orientation (30%) 

 Advise and support managers with regard to recruitment procedures. 

 Manage the complete staffing cycle for assigned positions (needs assessment, posting, 
collection of applications, selection, hiring, contracting and follow-up). 

 Develop and implement ongoing recruitment strategies (using electronic media in 
particular) in order to attract the best candidates. 

 Develop, implement and manage the orientation process for new employees. 

 Advise and support supervisors in developing and updating job descriptions, and 
evaluating organizational tasks. 



 Coordinate the activities of the Hay job evaluation committee. 

 Maintain and update the job classification matrix and pay equity data. 
 
2. Performance management, employee training and development (30%) 

 Advise and support managers with regard to employee coaching and performance 
management. 

 Receive, assess and coordinate employee training and professional development plans, 
and manage the budget. 

 Coordinate the employee performance evaluation program. 

 Based on investigation, information drawn from performance evaluations, and 
consultations with managers and employees, assess HR needs and recommend an 
annual training plan. 

 Provide advice with regard to employee learning and training solutions in order to 
respond to organizational needs. 

 Develop leadership improvement programs; design, develop and implement mentorship 
programs and sessions. 

 Develop and coordinate in-house training programs for employees and managers. 

 Develop talent management and succession strategies. 
 
3. Advisory duties (20%) 

 Support the alignment of Human Resources with the University’s values. 

 Advise managers about HR issues and team management. 

 Advise employees about ways to solve problems and resolve HR issues. 

 Manage and analyze employee surveys in order to develop appropriate strategies, 
programs and action plans. 

 Contribute to ensuring compliance with applicable laws. 

 Represent Human Resources Services on the University’s health and safety committee, 
and act as committee coordinator if necessary. 

 Respond to various requests in his area of expertise with regard to the rights and 
obligations of the University and its employees. 

 Inform and advise employees about their rights and obligations under their employment 
contract. 

 Participate in researching, developing, implementing and evaluating workplace programs 
and new projects. 

 
4. HR policies, regulations and operations (15%) 

 Analyze, and make recommendations for updating, the University’s HR regulations, 
policies, practices, procedures and programs. 

 Ensure that HR management programs and policies are respected, and participate in 
revising and implementing new policies and practices as required. 

 Advise and support the people in charge of the University’s various administrative and 
academic units with regard to interpreting and applying HR policies, procedures and 
programs. 



 Provide advice and make recommendations based on the various laws, regulations, 
requirements and standards governing the University’s activities. 

 Prepare various statistical reports. 

 Demonstrate leadership in developing and maintaining the technological tools 
associated with HR. 

 Participate in various Human Resources Services projects on an ad hoc basis. 
 
 

EDUCATION AND EXPERIENCE 

 Undergraduate university degree in human resources management, industrial relations, 

administration or a related field 

 At least five (5) years of experience in one or more areas of human resources (e.g., staffing, 

classification, training, labour relations, etc.) 

 CRHA or CHRP accreditation 

 Membership in a professional association is an asset 

 In-depth knowledge of labour laws 

 Knowledge of and experience in human resources management methods and practices 

 Experience in managing projects and developing work tools, procedures and guides 

 Previous experience in a university setting is an asset 

 Proficiency in the Microsoft Office suite 

 Proficiency in both official languages (spoken and written) 

 
 

ESSENTIAL QUALIFICATIONS 
 

 Excellent interpersonal skills, discretion and diplomacy 

 Ability to interact with a wide range of professionals in a proactive and confidential manner 

 Ability to think strategically and analyze complex issues 

 Sound judgment in order to provide strategic advice and recommendations 

 Ability to speak persuasively, and to write clearly and informatively in order to produce quality 

documents 

 Excellent organizational, analytical and coordination abilities; attention to detail 

 Project management ability 

 Ability to set priorities, meet deadlines and work under pressure 

 Team spirit, ability to build and maintain a professional network 

 Client service orientation in a multicultural context 

 

We thank all applicants for their interest in this position. We will be contacting only those 
candidates who have been chosen for the next step of the selection process.  
 

We are committed to ensure employment equity and we encourage the participation of all 
Canadians. If your application is successful and you think you need accommodation during the 
selection process, please notify us. Your personal information is protected under the provisions 
of the Privacy Act. 
 


