



JOB DESCRIPTION
	Post Title:
	HR Manager

	Purpose:
	· Ensure a highly effective and consistent HR service is provided to all Trust colleagues, senior leaders and support staff.
· Manage and oversee the recruitment, selection and induction processes for all schools within the Trust, alongside the HR team.

· Manage individual cases, e.g. maternity and support processes, across the Trust.
· Provide effective HR advice and guidance to all staff across the Trust.

	Reporting to:
	Director of HR

	Liaising with:
	HR Team, Trust Central Services, Principals, other senior managers, teaching and support staff, relevant external agencies.

	Hours of work
	Full Time, 37 hours per week.

	Salary
	NJC Point 30 (£38,223).

	MAIN (Core) DUTIES

	General duties
	· Effectively apply and review HR policies and procedures across the Trust.

· Co-ordinate appropriate external legal or professional advice where required.
· Maintain a strong awareness of employees across the Trust and individual needs.

· Contribute to and uphold the Trust’s vision and ethos.

· Treat everyone within the Trust with respect and be available for staff.

· Be familiar with the Trust’s policies and procedures.

· Monitor and review the school’s HR policies and procedures.
· Demonstrate a commitment to CPD and training.

· In conjunction with Director of HR, develop and maintain the Trust’s HR strategy.

· Under direction of Director of HR, lead on recruitment across the Trust.

	Organisation 
	· Maintain accurate HR information systems and ensure they are held in compliance with the UK GDPR.
· Maintain and provide an efficient service in recruitment and selection, including completing pre-employment checks, maintaining a pre-employment checklist for all new employees across the trust, writing job advertisements, updating job descriptions, arranging interviews and providing support on interview days as required.

· Ensure all recruitment and selection paperwork is managed in line with the UK GDPR.

· Ensure filing, photocopying and scanning is carried out in accordance with UK GDPR and retention requirements.

· Maintain confidentiality with respect to all data held and processed.

· Facilitate and implement training programmes for staff development.

· Monitor and analyse workforce statistics and report these to the SLT.

· Manage HR documents, e.g. staff contracts, ensuring that they are kept up to date and confidentiality is maintained.

· Monitor entries into the single central record (SCR), ensuring compliance with safeguarding and local requirements.

	Communication
	· Ensure all staff members are aware how to raise any HR-related concerns.
· Liaise with the SLT to ensure all relevant individuals are kept informed of any on- going HR issues, concerns or developments.

· Communicate with external HR providers and services where necessary and ensure the service provided offers good value for money.

	Quality Assurance:
	· To implement Trust quality assurance policy. 

	Performance management, staff training, pay and conditions 


	· Ensure that accurate records of training are kept in liaison with schools.
· Advise line managers on continuous professional development options to address relevant staff needs. 

· Work with the school on performance management monitoring.
· Update staffing information as necessary to support with the school’s payroll operations.

	Staff engagement and wellbeing 


	· Develop an effective approach to absence management, putting support in place. 

· Act as a point of contact for staff questions about HR policies and procedures. 

· Work with Trust schools on wellbeing activities.

	Staffing:
	· To take part in the NST’s staff development programme by participating in arrangements for further training and professional development.
· To continue professional development in the relevant areas including use of new technology.
· To participate in the Staff Performance Management process.
· To work as a member of a designated team and to contribute positively to effective working relations within the NST.

	Quality Assurance:
	· To help implement NST quality procedures and to adhere to these.
· To contribute to the process of monitoring and evaluation in line with agreed NST procedures, including evaluation against quality standards and performance criteria. 

	Management Information and Administration:
	· To communicate and consult with other staff in providing an information network.
· To record accidents and other incidents in the NST logging system. To make note of any H and S defects and report immediately to Director of Facilities.

	Management of Resources:
	· To contribute with other staff to ensure a sharing and effective use of resources to the benefit of the NST and its students.
· To contribute to the process of the ordering and allocation of equipment and materials.

	OTHER SPECIFIC DUTIES

OTHER SPECIFIC DUTIES

To carry out the duties in the most effective, efficient and economic manner available.

To support the NST Mission Statement and ethos.

This post is subject to the enhanced level of disclosure.

This list of duties is illustrative of the general nature and level of responsibility of the role. It is not a comprehensive list of all tasks that the HR manager will carry out. The postholder may be required to do other duties appropriate to the level of the role by the Director, commensurate with the salary and job title.


DATE:  April 2024
PERSON SPECIFICATION – HR Manager
	
	Essential
	Desirable

	QUALIFICATIONS AND ATTAINMENTS
	
	

	· GCSE/O-level in English and Maths
	(
	

	· General education to A-level standard
	(
	

	· CIPD Level 7
	(
	

	· Degree
	
	(

	EXPERIENCE
	
	

	· Experience of working with the 11 - 19 age group ideally in an educational establishment
	
	(

	· Experience of managing HR-related issues
	(
	

	· Experience of supporting the recruitment, selection and induction process
	(
	

	SKILLS / KNOWLEDGE / ABILITIES
	
	

	· Understanding of relevant guidance and legislation
	(
	

	· Excellent interpersonal skills
	(
	

	· Strong knowledge of HR policies
	(
	

	· Strong knowledge of employment law and employee relations.
	(
	

	· Good communication skills both written and verbal
	(
	

	· Ability to organise and prioritise own workload
	(
	

	· Ability to work on own initiative and without close supervision
	(
	

	· Ability to be a fully integrated team member
	(
	

	· Ability to work with interruptions
	(
	

	· Ability to assist staff and students in a polite and helpful manner
	(
	

	· Ability to meet deadlines
	(
	

	· A confident and competent user of ICT
	(
	

	QUALITIES
	
	

	· Commitment to and ability to support the distinctive ethos of the Trust
	(
	

	· Comfortable and supportive of working in a school
	(
	

	· Committed to equality of opportunity and fair treatment for all staff and students
	(
	

	· Awareness of and ability to work within health and safety requirements and the Trust’s Health and Safety Policy
	(
	

	· Willingness to participate in the individual staff review and development procedures
	(
	

	· Willingness to take part in school events/activities 
	(
	

	· Willingness to undertake further training
	(
	

	· Approachable
	(
	

	· Adaptable/Flexible
	(
	

	· Enthusiastic
	(
	

	· Positive
	(
	

	· Patient
	(
	

	· Willing to undertake any reasonable work-related task when required
	(
	

	ADDITIONAL
	
	

	· Role will require travelling to our school sites – own car and driving licence
	(
	


[image: image2.png]



PAGE  

