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JOB DESCRIPTION

Job Title: Human Resources Manager
Grade: Grade I
Reports to: Chief Finance Officer
Line management responsibility: HR Coordinator 
Main purpose of the job: To lead the HR function for the Academy Trust, responsible for the operational HR activity across the Trust; providing clear and consistent guidance, professional support and advice to Trust Board, Headteachers, business managers and other senior leaders across the full range of HR activity. To work as part of the wider support team to support HR activity across the Trust. 
Key duties and responsibilities
1. Provide professional HR advice and work with business managers and senior leaders to move forward ‘people issues’ in the academies, to support and drive academy improvement.
2. Manage and advise on complex employee relations cases, up to and including dismissal (e.g. disciplinary, grievance, absence, capability) including liaison with LADO as appropriate. 

3. Provide support and development to academy-based HR colleagues, and to line manage staff (if applicable).

4. Review and develop HR related policies, and resolve policy queries and other matters escalated from academy-based HR colleagues, ensuring consistency of approach, good practice and compliance in line with policy and legislation.
5. Review and improve quality of the HR work and practice across the Trust.
6. Develop and manage the Trust HR database.
7. Develop and implement an effective HR and recruitment strategy. 

8. Develop the Trust’s annual HR plan, and undertake proactive HR work to deliver it across the Trust.

9. Analyse, benchmark and report key HR performance indicators, including statutory HR information and requirements.    

10. Support, advise and lead on staffing restructures, including TUPE arrangements in / out of the Trust.   

11. Support the transition of new academies joining the Trust to ensure a seamless transition in relation to HR aspects (including due diligence / TUPE consultation / and general HR support).
12. To take a lead role in employee relations and develop a constructive relationship with all recognised Trade Unions.

13. Work as part of the wider Trust team, taking the lead on some trust-wide HR activities, e.g. ‘project’ work, policy development, developing training materials.
14. Safeguard & promote the welfare of pupils/students through own actions and effective management of staff resources, policies & procedures, and in line with statutory requirements relating to safeguarding. 
15. To undertake any other duties appropriate with the level of responsibility, as required.

The above duties are not exhaustive and the post holder may be required to undertake tasks, roles and responsibilities as may be reasonably assigned to them by the Leadership Team. 

This job description will be kept under review and may be amended via consultation with the individual, Trust Board and/or Leadership Team as required. Trade union representation will be welcomed in any such discussions.               

PERSON SPECIFICATION

Job Title: Human Resources Manager
	Qualifications and training
	Essential
	Desirable

	CIPD qualified or equivalent experience  
	
	


	Experience, knowledge and skills
	Essential
	Desirable

	Able to demonstrate an understanding of teachers’ and support staff terms & conditions, and an empathy with schools issues.
	
	

	Previous experience in the line management of staff.
	
	

	Evidence of a depth of experience working at the relevant level, in particular around the full range of complex employee relations case work (grievance, disciplinary, health & absence management, performance management, LADO referrals), working with trade unions, and advising managers on a breadth of people issues, up to & including dismissal hearings.
	
	

	Experience of handling significant change, including restructure / redundancy, and TUPE.

	
	

	Depth of knowledge and understanding of policy, procedure, employment law and good practice in relation to HR, along with the ability to assess implications and articulate risk.
	
	

	Good organisational skills, confident in managing a diverse workload.
	
	

	Proactive, able to see what needs to be done and to prioritise work accordingly.
	
	

	Flexible, self-motivated & resilient to changing demands; able to work independently, on own initiative and without supervision.
	
	

	A “people person”: able to build strong working relationships with, and influence the work of others with a commitment to collaboration and co-operative working.   
	
	

	Good presentation skills.
	
	

	Experience of working in HR in a teaching environment.
	
	

	Knowledge & experience of job evaluation, grading & equal pay issues.
	
	


	Personal attributes
	Essential
	Desirable

	Responsibility for own professional development and be willing to partake in further development.
	
	

	A team player with energy, commitment, enthusiasm and resilience.
	
	

	A commitment to equality and diversity policies.
	
	

	A commitment to Health and Safety.
	
	

	A commitment to child protection and safeguarding.
	
	

	An understanding of child protection and safeguarding.
	
	


	Special requirements
	Essential
	Desirable

	Satisfactory enhanced DBS certificate.
	
	

	Medical clearance.
	
	

	2 satisfactory references.
	
	

	Full UK driving license and access to a car during working hours.
	
	


The school is committed to safer recruitment practice and pre-employment checks will be undertaken before any appointment is confirmed.  This post is subject to an enhanced disclosure from the Disclosure and Barring Service (DBS). The school is committed to safeguarding and promoting the welfare of children and young people and it expects staff and volunteers to share this commitment.
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