
[image: image1.jpg]


West Hatch High School

	JOB DESCRIPTION:



	HR Manager



	Grade
	Band 5

	
	

	Responsible to:
	Headteacher

	
	

	Line Manager:
	School Business Manager

	
	

	Purpose of Post:   
	To plan, co-ordinate and manage the HR function across the school in liaison with the Headteacher, School Business Manager and Essex HR services 

To line manage the PA to Headteacher, Office Manager and Library Manager.  

	
	

	Main Duties and Responsibilities:


	Duties

	· 
	Working with the Headteacher and Senior Managers to ensure the schools staffing structure, staff plan and job descriptions are maintained and adjusted to meet changing needs and resources

	· 
	In liaison with the Headteacher and Senior Managers, plan and manage the recruitment, selection and appointment procedures for all teaching and support staff, including all pre-employment checks, i.e. DBS clearance and medical screening.

	· 
	To be responsible for the maintenance of the School Single Central Record

	· 
	Manage and oversee induction procedures for new support staff. Ensure probationary reviews are carried out in a timely and effective way.

	· 
	Liaise with the Business Manager and Cover Manager to plan, manage and arrange staff development and training for staff in conjunction with senior leaders. Authorise attendance at off site training and development for all staff.

	· 
	To oversee and co-ordinate the administration of Performance Management Reviews for all staff, liaise with SLT to ensure training needs identified for staff are addressed and also advise on pay progression

	· 
	To ensure that opportunities for continuing, appropriate professional development are investigated and implemented within performance management arrangements

	· 
	To have oversight of staff absence ensuring all sickness absence paperwork and return to work documentation is completed.  Liaise with Cover Manager to ensure that where necessary meetings are arranged with Headteacher where there are absence concerns and prepare paperwork/reports to Occupational Heath for instances of repeated or prolonged sickness absence.

	· 
	To arrange staff disciplinary and investigatory meetings, ensuring comprehensive paperwork is provided and attend to take minutes

	· 
	Work with the Headteacher, Governors and Senior Managers to ensure due attention is paid to staff occupational health and welfare and the work-life balance of all staff

	· 
	Advise the Headteacher, Governors, Managers and staff (in consultation with Essex CC HR Services) on matters relating to pay, conditions of employment and pensions

	· 
	Advise the Headteacher, Governors, Managers and staff (in consultation with Essex CC HR Services) on the application of school employment policies and procedures including:

· Recruitment, selection, appointment and promotion

· Pay

· Performance Management

· Leave of absence, including sickness absence and directly operating the monitoring and return to work interviews

· Capability, including arrangements with the Occupational Health Services where necessary

· Misconduct (discipline)

· Grievances

· Equal Opportunities in Employment

· Redundancy and redeployment

	· 
	Implement and advise on normal age and early retirement procedures

	· 
	To co-ordinate the implementation of pension auto-enrolment ensuring that all staff are fully aware of process and options and submit necessary information to Teachers Pensions

	· 
	Ensure staff personal record files are properly maintained and secured and that data is handled in accordance with statutory provisions, GDPR policies and school policies

	· 
	To manage computer personnel software for all school purposes including salaries and production of contracts of employment

	· 
	To oversee teaching and support staff salaries, generating incremental changes and review of allowances.  To process all staff contractual changes and be responsible for submitting all salary information to Finance Manager for submission to payroll provider

	· 
	To oversee paperwork regarding teachers progression to UPS salaries and ensure accurate records are maintained of all applications both successful and unsuccessful

	· 
	To issue Annual Salary Statement letters to all teaching staff

	· 
	To be responsible for the preparation and accurate submission of the School Workforce Census Return.

	· 
	To have overall responsibility for all the work undertaken by administration support staff in liaison with team leaders and teaching staff including planning, allocating, monitoring and managing workloads to ensure efficient use of personnel and resources and adequate cover during school holidays and staff absences

	· 
	To act as budget holder for staff expenses, hospitality, recruitment advertising, and DBS checks.

	· 
	To contribute to school improvement and development by ensuring effective deployment of staff, revising roles where necessary and undertaking staffing restructures

	· 
	Responsibility for and management of school publications meeting deadlines as agreed.

	· 
	To cover/deputise for the Cover Manager during absence

	General
	· To attend Personnel surgeries and keep the Headteacher informed of new developments
· To assist with administrative tasks and manage administrative tasks as required ensuring efficient and effective support for the school.
· Carry out your role in a professional, positive and proactive manner.

· Come to work suitable dressed, in accordance with the Schools Dress Code

· Maintain strict confidentiality with regard to issues relating to pupils, parents, other staff and school business

· Be supportive at all times of the school’s aims and ethos

· Set a good example to students

· Work as part of a team to support the team and school objectives

· To participate in the performance and development review process, taking personal responsibility for identification of learning, development and training opportunities in discussion with line manager.

· To comply with individual responsibilities, in accordance with the role, for health & safety in the workplace and the School Code of Conduct
· Ensure that all duties and services provided are in accordance with the School’s Equal Opportunities Policy

· The Governing Body is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share in this commitment

· The duties above are neither exclusive nor exhaustive and the post holder may be required by the Headteacher to carry out appropriate duties within the context of the job, skills and grade 


West Hatch High School
HR Manager

Person Specification

	General heading
	Detail
	Examples

	Qualifications and Experience
	Specific qualifications & experience
	Successful HR Management and administration experience gained in a large school environment

Successful experience of administration and information systems in a school environment

CIPD qualified (Chartered Institute of Professional Development)

	
	Knowledge of relevant policies and procedures
	Excellent Working knowledge of general school policies and procedures

	
	Literacy
	Excellent reading and writing skills

	
	Numeracy
	Ability to undertake complex calculations 
Ability to calculate pay and allowances related to teaching and support staff contracts

	
	Technology
	Proficient in the use of Microsoft Office 

Ability to use databases (SIMS/CMIS) and support others in the use of ICT

	Communication
	Written
	Ability to complete detailed and complex reports, forms and letters and provide financial reports

	
	Verbal
	Ability to exchange verbal information clearly and sensitively with children and adults

	
	Languages
	Overcome communication barriers with children and adults and support others

	
	Negotiating
	Ability to consult with colleagues in an effective way

	Working with children
	Behaviour Management
	Good understanding and implement the school’s behaviour management policy   

	
	SEN
	Good Understanding and support the differences in children and adults and respond appropriately in relation to the role

	
	Curriculum
	Good understanding of the learning experience provided by the school in relation to the role

	
	Child Development
	Good understanding of the way in which children develop in relation to the role

	
	Health & Well being
	Understand the importance of physical and emotional wellbeing

Ability to support children who may be unwell  

	Working with others
	Working with partners
	Excellent understanding of the role of others working in and with the school

	
	Relationships
	Ability to establish rapport and respectful and trusting relationships with children, their families and carers and other adults

	
	Team work
	Ability to  work effectively with other adults in the school

Ability to work on own 

	
	Information
	Ability to provide timely and accurate information

	Responsibilities 


	Organisational skills
	Excellent organisational skills

Ability to work accurately with attention to detail

	
	Line Management
	Ability to lead and motivate a team in a positive and successful way and build a successful team

	
	Time Management
	Ability to manage own time effectively

	
	Creativity
	Ability to follow instructions effectively

	General
	Equalities
	Demonstrate a commitment to equality

	
	Health & Safety
	Good understanding of Health & Safety

	
	Child Protection
	Good understanding and implement child protection procedures

	
	Confidentiality/Data Protection
	Good understanding of procedures and legislation relating to confidentiality

	
	CPD
	Demonstrate a clear commitment to develop and learn in the role

Ability to effectively evaluate own performance and share knowledge with others


