
Woodlands Community College

Job Description

	Post Title:
	HR Manager

	Job purpose
	· The HR Manager together with the Finance Manager is the school’s leading support staff professional and works with the Senior Team to assist the Head Teacher in his/her duty to ensure that the school meets its educational aims.

· The HR Manager is responsible for providing proactive HR advice and guidance to the Head Teacher and Senior Leadership Team
· The HR Manager will deliver a proactive operational and strategic HR service.   
 

	 Accountable to:
	Deputy Head Teacher

	Responsible for:
	The HR Manager is responsible for Human Resource Management.

 

	Liaising with:
	The Head Teacher and other members of the Senior Leadership Team, teaching and partnership staff, governors, LA staff, Mitie staff, parents, pupils and the community.

	Salary:
	£34,834 - £38,223 pro rata

	Disclosure level:
	Enhanced

	                                                       MAIN DUTIES

	Human Resource Management
	· Promote and maintain a good employee relations climate to reduce the incidence of employee relations problems, sickness and employment tribunals.

· Provide professional advice, guidance and support on all aspects of people management which reflects current employment legislation and best practice.

· Provide first level HR support for employee relations queries and case work against policies and procedures. Provide HR support and guidance to SLT in respect of disciplinary, grievance, capability, redundancy, redeployment, harassment and ill health issues including formal processes and procedures, liaising with the Deputy Head Teacher and outside agencies/ the school’s HR support as required. 

· Undertake employee relations casework including attendance at formal meetings, drafting correspondence, meeting employees at home or at work, and liaising with trade union representatives as required.

· Process paperwork associated with employee relations cases accurately and to meet required deadlines.

· Oversee the return-to-work process, including the implementation of phased return to work following sickness.

· Provide guidance to management on non-sickness related absences to support the robust management of overall staff attendance in the school.

· Represent the HR function at relevant meetings and act as clerk as necessary.
· Maintain and update computerised and manual HR information systems ensuring a high level of accuracy.

· Undertake HR projects as required by the Head Teacher and Deputy Head Teacher. 

· Review and manage the process for new partnership staff probation procedures.

· Review and manage the leaver process.

· Manage all Occupational Health referrals.

· Support the Finance Manager in recording SIMS personnel data.

· Keep up to date information regarding developments in HR practices, employment legislation and share knowledge with relevant senior staff.

· Ensure people have a clear understanding of the policies and procedures and the importance of putting them into practice.

· Support the Finance Manager with the workforce census return and ensure its timely submission.



	Additional Duties:
	· Support the Head Teacher and Senior Leadership Team
· To engage actively in the performance management review process.
· Actively develop and update own professional skills and knowledge



	Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.

Employees will be expected to comply with any reasonable request from the Head Teacher to undertake work of a similar level that is not specified in this job description.

The school is committed to safeguarding our students.  Employees are expected to have read the contents of the Safeguarding Policy and follow the procedures at all times.

Employees are expected to be courteous to colleagues and provide a welcoming environment to visitors and telephone callers.

The school will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

	

	This job description is current at the date shown, but, in consultation with you, may be changed by the Head Teacher to reflect or anticipate changes in the job commensurate with the grade and job title.



