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	HR ADVISOR – PREP SCHOOL
JOB DESCRIPTION

Reporting to the HR Manager, the HR Advisor will contribute to the provision of a professional HR Service across all areas of the School, with particular focus on the Prep School. The role will provide practical HR advice, support and guidance to a range of key stakeholders and operational managers and staff to ensure school policies, procedures and best practice are delivered effectively and consistently as well as being first point of contact for all HR queries.

Main duties:

· Ensure the HR administration function delivers a professional and efficient service to management and staff supporting the HR Manager where needed.
· Coordinate the induction process for all new staff, including delivery of new staff induction days.
· Provide advice, guidance and support to staff and managers where required on issues of performance management, absence management, employee development. 
· Provide administration support for Disciplinary/Grievance meetings as required, taking accurate, comprehensive notes at meetings.
· Support the wider HR function with changes to policies and procedures and the delivery of organisational development within the school.
· Provide support on training needs, identifying gaps and possible solutions for individuals and groups of staff working with senior managers, line managers and staff. 
· Monitor the performance management system for teaching and support staff, sending reminder alerts to line managers. 
· Administer exit interviews with all exiting staff.
· Maintain accurate absence records, monitoring and reporting on absence information as required.
· Support good absence management control including return to work interview to reduce the impact of long term absence in line with school policy.
· Support managers and existing HR Advisor in recruitment and selection of staff, arranging and facilitating interview days and overseeing the interview and selection process.  
· Update and maintain the HR Information System. Provide and support its use with managers and staff.
· Maintain procedures to ensure that safeguarding of children (including maintenance of the single central record for parent volunteers) are met.
· Complete Disclosure and Barring Service (DBS) checks for all parent volunteers. Including attendance at parent volunteer information sessions. 
· Maintain an efficient system of reminders in relation to future dates e.g. starters, leavers, parent volunteer attendance etc. 
· Monitor probationary periods for all staff, sending reminder alerts to line managers and collating probationary documentation. 
· Keep up to date with employment legislation, attending seminars as necessary.
· Take ownership of project work, both ad hoc and planned and see it through to completion.
· Any other duties as reasonably requested by the HR Manager and/or Headmistress.

The role will be mainly based at the Prep School, although there is the need to travel to the Senior School from time to time.
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HR ADVISOR
PERSON SPECIFICATION

	Qualifications and experience
	· Previously worked in a similar role.
· Have or is studying towards CIPD.
· Experience of using Microsoft Word and Excel, including reporting, Intermediate level is essential.
· Experience of using an HR system would be useful, but is not essential.
· Experience of answering internal and external queries via telephone, email or in person, as well as assisting visitors and liaising with internal as well as external people at all levels in a confident and courteous manner.

	Skills
	· Excellent communication skills with a courteous, diplomatic and flexible approach towards colleagues.
· Good knowledge of HR policies and procedures, of current employment legislation, best practice and its application.
· Excellent communication skills both written and verbal.
· Ability to work unsupervised and on own initiative.


	Personal qualities
	· The ability to manage your own time and adapt to constantly changing priorities.
· Ability to communicate verbally with a diverse client group, and to build effective working relationships.
· Ability to follow set procedures accurately to specified deadlines.
· Conscientious, diligent, trustworthy and able to maintain confidentiality at all times.
· [bookmark: _GoBack]Methodical, accurate and conscientious with strong attention to detail.
· Cope well under some pressure.
· Self-motivating with a positive attitude and a logical approach to work and working within a team.

	Philosophy and Ethos
	· A commitment to safeguarding and promoting the welfare of children and young people
· Strong support for the Christian ethos
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