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GEORGE MITCHELL SCHOOL 
HR Manager
Person Specification

	Qualifications
	Essential/

desirable

	· GCSE grade C or Higher in English and Maths
	E

	· Level 5 CIPD qualification 
	D

	· A level and degree
	D

	· Evidence of continuing professional development
	E

	Skills and knowledge
	

	· An understanding of and commitment to the principles of  safeguarding and promoting the welfare of children and young people
	E

	· Ability to develop and maintain record keeping/management information systems, providing accurate records and reports to senior leaders as required
	E

	· Ability to reconcile priorities, work to tight deadlines and problem solve
	E

	· Ability to produce spreadsheets and interrogate a management information system
	E

	Expertise and experience
	

	· Evidence of working in a school environment
	E

	· Experience of managing data in SIMS FMS or other systems to provide key data for staff
	E

	· Experience of using all forms of ICT 
	E

	· Experience of working within schools’ HR and all associated policies
	D

	· Experience of working under pressure, and deploying a flexible approach to changing priorities.
	E

	· Experience of working with payroll systems and portals
	D

	General Skills and attributes
	

	· Excellent organisational skills
	E

	· Excellent ICT skills
	E

	· Excellent interpersonal skills
	E

	· Excellent communication skills: oral and written
	E

	· Ability to work under pressure  and keep a sense of perspective and fun
	E

	· Ability to prioritise
	E

	· Ability to think creatively in order to solve problems
	E


George Mitchell School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. 


All adults are required to adhere to the school’s safeguarding policies and practices.


As part of the School's safe recruitment procedures all staff regularly undergo the enhanced DBS check. 











