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ACADEMY TRUST






	R o l e   P r o f i l e


	Job Title:
	Head of HR 


	Grade Range:


	South London Scale - Grade 16 
East Sussex Scale – Grade 13

	Hours:


	36

	Location:


	STEP Academies

	Reports to:


	 Chief Financial and Operations Officer

	Role Purpose and Role Dimensions:
	· Provide strategic HR advice to The Trust’s senior management team, ensuring that the company’s HR policies and practices facilitate delivery of the company’s commercial objectives.

· Lead the delivery of an integrated suite of HR services to schools and other customers, ensuring that the service is responsive to customer needs and meets The Trust’s business plan objectives and income targets. 

· Ensure that the company is compliant with all relevant employment legislation in all areas of its operations.
· Develop services and training which could be procured by schools and academies out of STEP Academy Trust

· Lead recruitment across the Trust, advising on policy and practice which is sector leading


	Key External Contacts:
	Head Teachers, Chairs of Governors, Governors, Local Authorities and other council staff, Pension providers, Outside agencies, Associates 

	
	

	Financial Dimensions:
	The Trust’s programmes can be sold services governed by contracts with individual educational establishments.
· Deliver core programmes and training that meet the Trust’s specification, 

· Contract with other organisations and consultants as appropriate, in pursuit of the Trust’s business objectives

· Identify opportunities for increasing the Trust’s business and income to ensure a cost efficient service within the company



	Other Considerations:
	· Ability to drive or to travel in a time efficient way across the Trust. 

· Prepared to work flexibly to meet the demands of the job




	Key Accountabilities and Result Areas: 
	Key Elements:

	Provide strategic HR advice to the Trust’s senior management team and operational support across the company

	This will involve:

· assisting the Trust’s senior management to implement and deliver the Trust’s vision, strategic plan and business plan targets.

· developing, implementing and reviewing the Trust’s approach to strategic human resource management.

· ensuring that the Trust’s HR policies and practices reflect industry best practice and compliance with all relevant employment legislation. 
· working with the Chief Financial and Operations Officer, to ensure that the Board of Trustees receives appropriate HR advice and information on all relevant matters. 
· Ensuring that the Trust’s managers receive high quality and timely HR advice and support, that enables effective delivery of the company’s operations and support achievement of the company’s vision and values. 



	
	· Embracing and fostering continuous organisational development, acting as a champion for continuous innovation. 
.


	Lead and manage the HR offer to schools
	· Ensuring that the HR service delivers a consistent, high quality service that reflects contemporary HR best practice and meets customers’ current and emerging requirements and meet financial targets.

· leading the delivery of an integrated HR service to schools and any other customer groups that the Trust aspires to serve.

· promoting the Trust’s HR services and capabilities, ensuring effective communication with external stakeholders
·  Monitoring the delivery of the HR service against agreed targets, timescales and resources.  Ensure appropriate action and interventions are taken to achieve service and company objectives.
· Identify staff within the Trust, and also additional capacity as necessary, to ensure the service is sustainable and not person dependant. 


	Contribute to promoting a culture of ambition and excellence in the workforce of the Trust
	· Lead the centralisation of recruitment for the Trust, ensuring policy and practice is sector leading

· Responding to the evaluations of service delivery to ensure positive commitments from customers and continual service improvement 
· Taking responsibility for own professional development so that the offer to schools is continually refreshed and in line with school needs
· Supporting colleagues to both develop themselves and to increase the quality of their offer to schools


	Promote Business Development 


	This will involve:
· Developing and implementing business development strategies and plans for the Trust, ensuring an ongoing pipeline of service development initiatives. This will require close working with the senior management team and other service leads to ensure that requirements and opportunities are identified in a fully costed environment.

	
	· Maintaining effective networks with external stakeholders, including schools, colleges, local authorities and other potential customers and partners of the Trust.

· Championing effective partnership working, ensuring that opportunities for strategic partnerships and joint ventures that leverage the Trust’s resources and capabilities are identified and taken to market.

· Ensuring that the HR service meets the company’s business plan objectives and targets.
 

	Work effectively and respond constructively in changing circumstances to promote a culture of excellence and improvement
	This will involve:

·  Being flexible and proactive in suggesting changes.

· Assisting colleagues and providing emergency cover as required       

· Actively promoting new ways of working within the team and across the Trust.



	Take responsibility for risk management in relation to HR matters and the HR service
	This will involve:

· Ensuring that the financial, operational and reputational risks of the HR service are identified, documented within internal risk management procedures, and appropriate mitigations are put in place to manage these effectively.
· Ensuring that the Board of Directors and senior management team are aware of all significant HR risks that may arise from strategic and operational decisions.

· Developing, implementing and continuously reviewing policies and procedures to ensure that all key HR risks are effectively mitigated both in terms of probability and severity.


	Other Considerations:
	The above list of duties is indicative only and not exhaustive. The Head of HR is expected to carry out all such additional duties as are reasonable commensurate with the role. 

	Data Protection
	This will involve: 

Being aware of The Trust’s responsibilities under the Data Protection Act  for the security, accuracy and relevance of personal data held on such systems and ensure that all administrative and financial processes comply with this.

Maintaining client records and archive systems, in accordance with the Trust’s procedure, policy and statutory requirements.


	Confidentiality


	This will involve:

Treating all information acquired through your employment, both formally and informally, in strict confidence.    There are internal procedures in place for employees to raise matters of concern regarding such issues as bad practice or mismanagement.


	Health and Safety


	This will involve:

Being responsible for their own Health & Safety, as well as that of colleagues, service users and the public.  Employees should co-operate with management, follow established systems of work, use protective equipment where necessary and report defectives and hazards to management and participate in First Aid training as required.  


	Safeguarding


	This will involve:

Maintaining a personal commitment to and understanding of the responsibilities for safeguarding under the Children Act 2004  and participate in appropriate training
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	Person Specification: Head of HR

	Essential knowledge:

	This involves: 
· Clear evidence of up to date knowledge of domestic and European employment legislation, codes of practice and the impact of education law on the practice of HR in schools.

· Clear evidence of continuous professional development.

· Demonstrable knowledge of Education and Early Years legislation, including Ofsted frameworks (desirable).
· Understanding of the key challenges (and solutions) in delivering an HR service.


	Essential skills and abilities:

	This involves:

· Clear ability to provide clear, unambiguous advice on complex and contentious issues, exercising judgement and analytical skills.

· Proven capability to identify and make appropriate recommendations that balance risk management and commercial objectives.

· Effective communication skills, able to articulate complex information in a clear, concise manner.

· Ability to demonstrate resilience, in particular in face of management and trade union pressure.

· Effective time management, with proven capability to balance and prioritise competing demands of internal and external customer requirements. 


	Essential experience:

	This will involve: 

· Significant experience in delivering strategic HR advice in an organisation of similar size and complexity.

		· Significant experience in delivering commercial HR support, including the development and policies and procedures which facilitate the achievement of commercial objectives. 

· Experience of working effectively with schools, academies and partner agencies

· Evidence of successful delivery of complex change management initiatives. 

	Special conditions:

	This will involve:

Behaviours
· Demonstrates high expectations for self and others.

· Promotes a culture of high performance and continuous improvement.

· Demonstrates strong communication skills, adapting to differing audiences and situations.
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