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PERSON SPECIFICATION: Human Resources Manager  
	
	Essential Attribute
	Identified 

by

	Qualifications
	Minimum 5 GCSEs at Grade C and above including English and Mathematics or equivalent.  

CIPD qualification or equivalent.

	A


	Experience
	Experience of delivering an efficient and effective HR and administrative service.


	A I

	Knowledge 

and Skills
	Ability to demonstrate:
Working knowledge and experience of relevant HR issues, safer recruitment, staff appraisals and absence management.

Good working knowledge of HR policies and practice.

Strong organisational and administrative skills, with the ability to meet deadlines. 

Strong communication (written and verbal) skills.
High levels of numeracy and literacy.

Competent use of IT with the ability to use Word and Excel, and other Management Information systems confidently.
Knowledge and understanding of Data Protection law and the GDPR 2018.

	A I R

	Other 

Requirements


	Ability to:

Maintain confidentiality and deal sensitively with related issues/individuals with tact, diplomacy and discretion.  
Demonstrate enthusiasm and initiative – along with the ability to be calm and efficient under pressure.
Demonstrate good interpersonal skills and an ability to develop and maintain effective working relationships with all stakeholders.
Work independently.

Manage time effectively and prioritise workload.

Lead on activities where required and contribute as a team player.  

Demonstrate flexibility and a willingness to work outside the normal working patterns when required.
Demonstrate a good sense of humour.


	A I R

	
	
	

	
	Desirable Attribute
	Identified by

	Qualifications
	A Degree or equivalent qualifications 
CIPD HR qualification Level 5 or above.

	A


	Experience
	Experience of:

Working in a school or in the education sector.

Payroll and pensions procedures.

Developing/updating HR policies and procedures.

Consultation with a range of stakeholders.


	A I R

	Knowledge and Skills
	An understanding of employment law.

A knowledge of the education sector and some of the current issues facing schools.

Knowledge of safeguarding responsibilities within an education environment and ‘Keeping Children Safe in Education’.

Ability to use computerised systems and applications, including SIMS, Bluesky, Corero and Payroll systems.

	A I R



R = References                A = Application Form             I = Interview
PAGE  
1

