
POSITION: HR Manager
 
JOB OVERVIEW 
 
Summary of role 
The HR Manager will be primarily based at Saint Felix School, with the possibility of some remote working for the right candidate. As a Head Office employee, they will also support HR functions across a selection of other ILG schools. This role will oversee and deliver a full spectrum of HR functions, including recruitment, employee relations, performance management, safeguarding compliance, payroll, and staff training. The HR Manager will work closely with school leadership and the ILG HR team to ensure adherence to employment law, safeguarding regulations, and HR best practices. This role is key in fostering a positive and inclusive workplace aligned with the school’s values and mission.
 
Reports to: ILG Head Office - Senior HR Business Partner
Reports in:  N/A	 
  
 
JOB DESCRIPTION
 

	KEY TASKS 
	HR Processes & Compliance

	 
	· Ensure all HR policies, procedures, and practices align with legal requirements, safeguarding guidelines, and the Independent Schools Inspectorate (ISI) standards.
· Maintain accurate and up-to-date records within the HR & Payroll Management Information System and Single Central Register (SCR).
· Ensure compliance with Keeping Children Safe in Education (KCSIE) regulations and oversee DBS checks for staff, contractors, and volunteers.
· Maintain and update the SCR, ensuring all staff, agency workers, and volunteers meet safeguarding requirements.
· Provide safeguarding and vetting documentation for inspections and audits.
· Ensure secure and GDPR-compliant storage of personnel records.
· Generate HR data reports, including staff turnover, absence trends, and compliance metrics.
· Keep abreast of employment law changes, advising the school leadership on necessary policy updates.
· Work with the finance team and ILG HR team to ensure accurate and timely payroll processing.
· Manage staff contract changes, including maternity, paternity, and adoption leave.
· Administer employee benefits, ensuring staff are informed of their entitlements.

	
	Recruitment and Onboarding 

	
	· Following the Head of Recruitment’s guidance, manage the full recruitment lifecycle, from job postings to onboarding, ensuring compliance with safer recruitment policies.
· Work with hiring managers to attract and retain high-quality staff.
· Ensure all pre-employment checks, including right-to-work verifications, reference checks, and safeguarding vetting, are completed before employment begins.
· Issue employment contracts and offer letters.
· Coordinate and deliver new hire onboarding and induction programmes (e.g. liaising with DSL, IT Manager, and Safety Officer).

	
	Employee Relations & Performance Management

	
	· Act as the first point of contact for employee relations matters, providing advice on HR policies, performance management, and conflict resolution.
· Attend and minute disciplinary and grievance meetings as needed.
· Support and advise line managers on performance reviews, absence management, and capability procedures.
· Manage staff welfare initiatives, employee engagement activities, and well-being programmes.
· In conjunction with Group HR and the Head, ensure effective communication on HR matters with all staff.
· Plan, organise, and deliver staff training, including safeguarding and child protection training.
· Administer and track staff CPD activities and ensure compliance with mandatory training requirements.
· Liaise with external training providers where necessary.

	
	Other

	
	· Actively promote and safeguard the welfare of all children encountered, ensuring full compliance with the school’s safeguarding policies and procedures.
· Undertake any other responsibilities that may reasonably be required to support the school’s HR and safeguarding functions.




	Person Specification 

	
	Essential 
	Desirable

	Qualifications
	· A levels or equivalent qualifications
	· Degree level or relevant qualification, such as CIPD qualification (Level 3 or above) or equivalent HR certification.

	Experience
	· Minimum of 2 years' experience in HR, covering employee relations, recruitment, performance management, and compliance.
	· Experience working in an educational setting or independent school.
· Familiarity with payroll administration and HR software.


	Knowledge
	· The ability to interpret procedures and be able to explain the requirements in simple, practical terms to non- specialists 
· Proficient in the use of IT Systems including Microsoft Office packages
· Excellent verbal and written communication skills and an ability to communicate clearly with a range of people from diverse backgrounds
	· Knowledge of independent school inspection regime and requirements
· Knowledge of employment law, safeguarding regulations, and HR best practices.


	Skills and Attributes
	· Strong organisational and time management skills.
· High level of confidentiality, integrity, and professionalism.
· Strong attention to detail and problem-solving abilities.
· Adaptability and flexibility to manage changing priorities.
	

	Personal Qualities
	· Ability to work independently and collaboratively in a fast-paced environment.
· Excellent interpersonal skills, communicating (verbally and in-writing) effectively to a wide range of audiences
· Support, motivate and inspire both colleagues and pupils by leading through example
· Suitability to work with children
· Confidence, warmth, sensitivity, reliability and enthusiasm 
 

	Equal Opportunities and Commitment
	Commitment to equality of opportunity for all regardless of gender, disability, religion, and ethnic origin.

Demonstrate a commitment to:
· Safeguarding and child protection equalities
· Promoting the school’s vision, values and ethos
· High quality, stimulating learning environment
· Relating positively to and showing respect for all members of the school and wider community
· Ongoing relevant professional self-development



 
	 
I have read and understood the responsibilities for the position of HR Manager.  I am aware that the Job Description is subject to change accordance with the needs of the business.  

	Name: 
 
	 

	Signed: 
 
	 
	Date:       
	 


 
Inspired Learning Group committed to safeguarding and promoting the welfare of children & young people and expects all staff to share this commitment. Applicants must be willing to undergo child protection screening, as all new staff will be subject to enhanced DBS clearance, identity checks, qualification checks and employment checks to include an exploration of any gaps within employment, two satisfactory references and registration with the Disclosure and Barring Service (DBS).
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