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PERSON SPECIFICATION



	Post:
	HR Advisor – Schools

	Responsible to:
	Head of Human Resources


	E: Essential
	D: Desirable




	Criteria
	E
	D
	Method of Assessment

	Qualifications

	Certificate in Personnel Practice (Level 3)
	· 
	
	Application Form

	Graduate CIPD or equivalent (Level 5)
	
	· 
	Application Form

	Experience

	Experience of working with Managers on complex advisory issues
	· 
	
	Application Form/
Interview/References

	Experience of using HR software and packages
	· 
	
	Application Form/
Interview/References

	Experience of working within a unionised environment and dealing with unions
	· 
	
	Application Form/
Interview/References

	Experience of providing specialist employee relations advice and guidance to managers and employees
	· 
	
	Application Form/
Interview/References

	Experience of dealing with difficult and sensitive situations in a diplomatic and professional manner
	· 
	
	Application Form/
Interview/References

	Experience of working within an education environment
	
	· 
	Application Form/
Interview

	Skills/Abilities

	Knowledge of HR generalist issues
	· 
	
	Application Form/ Interview/Reference

	Knowledge of current employment law legislation
	· 
	
	Application Form/ Interview/Reference

	Knowledge of best practice in specific HR areas (Recruitment and Selection, Absence Management, Capability, disciplinary and Grievance)
	· 
	
	Application Form/ Interview/Reference

	Ability to multi-task, prioritise and work to deadlines
	· 
	
	Application Form/ Interview

	Ability to understand and interpret data
	· 
	
	Application Form/ Interview/Reference

	Excellent interpersonal skills and ability to work effectively with internal and external colleagues
	· 
	
	Application Form/ Interview/Reference

	Good ICT skills in all Microsoft Office programmes, email and use of internet/social media
	· 
	
	Application Form/ Interview

	Ability to use initiative, work independently, make recommendations for improvement and respond flexibly to changes
	
	· 
	Application Form/ Interview/Reference

	Imagination and energy necessary to generate enthusiasm for informal learning and participation in opportunities provided by the Trust
	· 
	
	Application Form/ Interview/Reference

	[bookmark: _GoBack]A commitment to Equal Opportunities and the safeguarding of students
	· 
	
	Interview/Reference

	Commitment to continual professional development and willingness to maintain a professional network to keep up to date with all developments within the sector
	· 
	
	Interview

	Knowledge of Sixth Form Trusts Pay terms and conditions
	
	· 
	Application Form/ Interview
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