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JOB DESCRIPTION for the post of Head of Human Resources
at

Shrewsbury House School 

 Shrewsbury House Pre Preparatory School
The Rowans School

Shrewsbury House School Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

Job Title:  Head of Human Resources 
Primary Purpose: 
· Play the lead role in the provision of a professional and cost effective HR service to support the executive and senior management in the achievement of the Trust’s strategic development plan and overall business objectives. 

· Manage the delivery of the day to day HR operational service and provide HR support and guidance to colleagues in all areas of the Trust. 

· Develop, review and implement an HR strategy with a comprehensive set of HR policies, procedures and processes that are legally compliant, and actively support the Trust’s business objectives. 

· Deliver all HR related projects as set out and agreed with the Director of Finance and Resources (DFR) and the governors from time to time. 

Reporting to:
Director of Finance and Resources

Responsible for:   HR Admin Assistant
Key Tasks and Responsibilities:

1. HR Operations 
Manage the provision of professional HR support, advice and guidance to the Heads in relation to the management of organisational change and complex employee relations issues. 

2. Compliance 
· Ensure that all HR records including the Single Central Register of Appointments, policy and processes fully comply with statutory, regulatory and legislative requirements. 

· Ensure that effective policies and processes are in place to minimise risk to the Trust. 

3. Recruitment and Selection 
· Advise on recruitment and selection strategies and processes to ensure effective recruitment of staff at all levels, but with a focus on senior academic and support services management appointments. 

· Monitor and evaluate recruitment and selection processes across the Trust and ensure these are effective to recruit and retain high calibre, well-qualified staff at all levels. 

· Support the DFR through the Nominations Committee with the recruitment and on-boarding of new governors for the Trust. 

· Undertake recruitment and selection tasks in order to ensure that new staff are recruited effectively and in a timely manner.

4. HR Policy Development 
· Advise the Heads and Governing Body on emerging and changing legislation, undertaking relevant research as required. 

· Review, develop and ensure effective implementation of HR policies, guidelines and procedures to ensure the Trust has an effective framework of policies that are legally compliant and meet business needs. 

· Develop written guidance material as necessary to develop management understanding of interpretation and effective implementation of HR policies and procedures. 

5. Employee relations and performance management 
· Provide advice on employee relations and performance management issues, supporting managers to set high standards for their staff and maintain high levels of performance. 

· Provide advice on and partake as required in formal disciplinary, capability and grievance hearings ensuring adherence to policy and procedures. 

· General staff welfare issues including regulatory employee obligations. 

6. HR Systems 
· Research, develop and implement an HR data base and system which is compatible with the Trust’s payroll software. This will significantly improve the productivity and capacity of the function. 
· In conjunction with the Financial Controller, manage and contribute to the continuous improvement of HR and payroll systems and practices within the Trust. 

· Ensure that HR systems are developed and utilised to eliminate administrative tasks, empower managers and employees, reduce costs and improve quality and accuracy of HR data and information. 

7. Staff appraisals and staff development 
· Monitor the implementation of the probation and appraisal schemes, and provide advice on job descriptions, the appraisal policy and processes, identification of training needs and sourcing suitable training solutions. 

· Advise the executive on future development of the appraisal schemes. 

8. Salaries and benefits 
· Advise the DFR and Heads on the Trust’s salary and benefits structures to ensure the Trust is able to effectively recruit staff and remain competitive in the marketplace. 

· Commission external salary and benefits surveys as required ensuring recruitment and retention of high calibre staff. 

· Act as the link between staff and the Trust’s Financial and Pension Advisers and providers with regard to pensions and other retirement benefits. 

9. Budget management 
· Assist the DFR on HR budget development and assist the Financial Controller with the annual staff salary review process. 

· Manage HR budgets including the Staff Recruitment budget effectively.
10. HR Administration 
· Work with the senior management to ensure that induction processes for all new staff support the Trust objectives and are based on best practice. 

· Monitor staff attendance to ensure that relevant management information is available. Liaise with relevant Heads of Departments in the monitoring of sickness trends. Develop appropriate strategies to manage arrangements for light duties in line with policies. 

· Notify staff of changes to remuneration following changes in responsibility or annual pay awards. 

· Ensure compliance with the requirements of the UK Border Agency as they affect the recruitment and retention of any staff without the right to work in the UK. 

· Ensure compliance with all data protection requirements of HR records as necessary, developing these in line with GDPR.
· Key point of contact for all Disclosure and Barring Service information. 

· Maintain all confidential staff files.

· Prepare accurate and timely payroll input on a monthly basis. 

School Trust
· Support the aims and core values of the Trust and adhere to all policies and procedures;
· To attend regularly and contribute to all necessary assemblies, staff meetings, etc. and to attend major school events when required;

· To develop and maintain professional relationships with all staff members;

· To be aware of equal opportunities and to demonstrate these principles in all aspects of work;

· To understand the Trust’s health and safety policy and to work within its guidelines;

· To be aware of your responsibility for promoting and safeguarding the welfare of young persons whom you have contact with during the course of your duties;

· Any other reasonable project or duty assigned by your Line Manager and/or the Director Finance and Resources /Headmaster.
Whilst every effort has been made to explain the main duties and responsibilities of the post, employees will be expected to comply with any reasonable request from the Headmaster to undertake work of a similar level that is not specified in this job description.

Signed:
_____________________________________


Employee
Date:
_____________________________________

Signed:
_____________________________________


Line Manager
Date:
_____________________________________
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