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JOB DESCRIPTION
	Designation of Post:


	Human Resources Manager
	Pay Scale
	£30,371 - £34,710 (pro-rata)
£27,521-£31,453 (actual)

Term-time plus 3 weeks

36 Hours per week

	Accountable to: 
	Senior Leadership Team and under direct line management of the
Director of Finance & Operations

	The Purpose of this Post:
	To deliver a proactive, comprehensive and professional HR service for the Governing Body, the Senior Leadership Team and all staff.



All staff at Prenton contribute to our vision and values.
Making a positive difference today to achieve a better tomorrow by:
· Providing a safe, happy and respectful school community;
· Making students the foundation of our school;
· Celebrating and welcoming diversity and equality;
· Empowering, challenging and inspiring all in the classroom and beyond;
· Creating opportunities where everyone is supported and valued;
· Promoting courage, ambition and aspiration.
The staff, governors, students and whole Prenton community will achieve our vision through our values of:
· Trust 
· Respect
· Integrity
· Kindness
· Endeavour
Main Duties and Responsibilities
To provide a high quality, professional, efficient and proactive Human Resources service to all employees.

Staff Attendance: 
To manage all aspects of absence management and other related HR matters are delivered effectively and efficiently in line with policies. To provide advice and guidance to the Senior Leadership Team managers on absence management, ensuring accurate record-keeping of attendance, sickness and absence details entered within SIMS (School Information Management System). To co-ordinate Occupational Health and welfare visits as required under the direction of the Headteacher.

Payroll and Contracts:
To maintain the school Establishment Report to ensure it accurately reflects staff roles, pay grades, contract terms and conditions and mirrors data held within SIMS. To liaise with the payroll/pensions providers to ensure payroll and the monthly reconciliation is accurate, timely and effective including processing of contract changes, staffing changes and claims for additional hours and mileage.
Recruitment, Including Safeguarding Responsibilities
To manage the staff recruitment process and ensure all necessary pre-employment checks are completed. To be responsible for maintaining the Single Central Register and updating staff DBS checks as appropriate.

General HR Processes: 
To provide advice on a broad range of HR issues and disseminate good management practice.
To provide effective, accurate management information to facilitate informed decisions and monitor trends to support the Senior Leadership Team with diverse casework as required; well-being strategy, grievances, investigations, disciplinary, staff absence, redundancy, settlement agreements and dismissals. 

To review and update HR policies and procedures, working with the Senior Leadership Team, Governors and collaboratively with the relevant Trade Unions, to ensure policies and procedures are robust and compliant with current employment legislation and review bodies.
To be aware of changing employment legislation and new developments, attending relevant training in order to maintain high standards and contribute to the continuous improvement of service delivery.
To be responsible for all confidential personnel records, including electronic files on behalf of the Headteacher, ensuring GDPR compliance.

To complete all statistical returns to the DfE (Department for Education) for school HR matters, including the SWFC (School Work Force Census).

To undertake such other duties and responsibilities as may be reasonably requested by the Headteacher.

Safeguarding & Child Protection
Prenton High School for Girls is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment and adhere to, and comply with, the School’s Safeguarding and Child Protection policy and procedures at all times. 

Health & Safety

All staff at Prenton High School for Girls are required to remain vigilant, observe all relevant Health and Safety policies and procedures, take reasonable care of their own and others’ Health and Safety, report all accidents and incidents, raise concerns through their line managers, and the Health & Safety Manager.  

Equality & Diversity
All staff at Prenton High School for Girls are expected to promote equality of opportunity for all students and staff, both current and prospective, and to support an environment that values diversity.

Data Protection

All staff at Prenton High School for Girls have a responsibility to ensure that data they are responsible for is accurate and appropriate to the needs of the School, and that they are responsible for ensuring any personal data processed for any purpose or purposes in connection with their role at the School, shall not be kept for longer than is necessary for that purpose or those purposes in accordance with Data Protection and GDPR 2018. 
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