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JOB DESCRIPTION


JOB TITLE: 			HR Officer
						
REPORTS TO:	Director of Finance and Resources	

HOURS:			37 hours 43 weeks (equating to term time + 4 weeks)

WORK PATTERN:		

Purpose of the role	

To provide the first line of HR support to managers and staff within college and to support in the delivery of the Human Resources Strategy responding to queries or referring for advice as appropriate.

To provide a timely, accurate, confidential and efficient administrative service across all areas of the Human Resources function.


Key Responsibilities


General Administration:

To provide administrative support for all HR activities:
· Building effective working relationships with staff at all levels, providing advice and guidance on a range of HR polices and issues.
· [bookmark: _GoBack]To actively support new ways of working and continuous improvement within HR services to provide a quality professional and consistent service.
· Preparing contracts, contract change documentation, correspondence, forms, recording and distributing incoming and outgoing documentation and ensuring all is saved to employee files;
· Particular processes relating to approved policies including, but not exclusively, induction, attendance, absence reporting and resignations.
· Learning and development activities, coordination and administration of in house staff training where required. Training events or programmes and by recommending resources as appropriate;
· To monitor the college’s Performance Management system ensuring appraisal documentation is available and completed  in a timely manner;
· Effective minute taking providing minutes and action points in an accurate and timely manner;
· Respond to, or refer on, queries from colleagues, agencies and members of the public as appropriate
· Research on a range of HR projects being undertaken by the department;
· To undertake benchmarking with other colleges both locally and nationally in a targeted and timely manner 
· To complete and participate in surveys where required
· To develop and update policies and procedures in line with legislation.
· To ensure that centrally held HR forms are up to date and reviewed regularly

Recruitment: 		

To administer arrangements for recruitment:
· Liaising with recruiting manager to ensure all necessary processes and documents are completed;
· Posting advertisements; 
· Tracking, processing and completing monitoring records for applications; 
· Undertaking administration of all interview arrangements;
· Ensuring candidates are appropriately informed of the outcome of all recruitment activity;
· Completing pre-employment checks appropriate to the post being appointed to.
· To work with agencies, as required, to arrange the supply, recording and approval of teaching cover, ensuring all necessary pre-employment checks have been completed.


Payroll:

· To support payroll ensuring documentation collated and submitted in an accurate and timely manner;
· To complete the administration of supporting documentation for new starters, in-service transfers, pensions schemes and leavers.

Continuing Professional Development:

· To keep up to date on developments in employment legislation and best practice;
· To maintain awareness of changes to pension schemes available to colleagues (predominantly LGPS and Teachers Pension) and know where to refer colleagues for available advice.


The job description is an outline of the key responsibilities and is not intended as an exhaustive list. The job may change over time to reflect the changing needs of the College, as well as the personal development needs of the post holder.

We strive for equality throughout the college and positively encourage applications from all sections of the community. The College has a strong commitment to safeguarding and promoting the welfare of young people and vulnerable adults and all appointments are subject to an enhanced DBS clearance.


Employee signature: ………………………………….		Date: ……..………………

Line manager signature: ……………………………….	Date: ……..………………
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