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Academies Enterprise Trust

Job Description

Job Title:	HR Business Partner (Maternity Cover – fixed term one year)		

[bookmark: _GoBack]Location:	West Region (Bristol, Gloucester, Birmingham and Swindon)			
		
Hours of work:	37 hours per week	

Reports to:		Head of Employee Relations		

Purpose of the Role:

To be responsible for providing HR advise to a region of academies. This includes providing support to Secondary, Primary and Special Academies.

Responsibilities:

1. To attend regular HR meetings to ensure good communication within AET’s HR Team.
2. To attend and present meetings for all AET’s HR Managers scheduled twice a year.
3. To research and prepare presentations as required for Headteachers/Principals, Governors and Academy staff, etc.
4. Advise HR Managers/Principals/Headteachers on all complex HR issues including but not limited to: TUPE, grievances, disciplinary cases, dismissals, redundancies, maternity/paternity conditions, contractual and job description changes, sickness absence management and capability procedures. Responding to all queries in whatever format in a timely, accurate and professional manner.
5. Offer expert interpretation, advice and representation to customers on employment legislation, best practice and policy and procedures in relation to: remuneration, terms and conditions of service, the handling of staff capability (performance and health), disciplinary, grievance and redundancy.
6. To be responsible for any relevant cases being reported to AET’s insurers and to update the portal as soon as information is received to ensure that the HR section of the Portal is kept up to date at all times.
7. Provide advice to panel members/Principals/Headteachers at any relevant hearings ensuring compliance with the relevant policies and legislation. 
8. Produce legally complaint templates of HR letters and documents for logging on the portal as example for HR Managers to use.
9. Carry out any relevant HR/System training for HR Managers within the pool of academies.
10. To keep up to date with developments in employment legislation and human resource best practice. Identify and communicate such developments to all relevant parties. To identify situations where legal/child protection support is needed and to liaise as appropriate. To undertake HR projects as required by the Director of HR. 
11. To liaise with legal insurers regarding legal and procedural issues, compiling evidence for use in Employment Tribunals, Personal Injury claims, etc.
12. To visit pool academies to undertake a regular check of the Single Central Record.
13. To ensure the latest legislation is translated into the relevant HR policy and to be approved by AET’s Board prior to being uploaded onto the portal. 
14. To undertake any relevant research and trends as deemed necessary.
15. To work collaboratively with professional associations to ensure a productive employee relations environment. 
16. To undertake holiday cover for colleagues in different regions of the organisation. 
17. To undertake any necessary administrative tasks required.
18. The post-holder is also required to undertake such other duties and training as may be required by or on behalf of AET provided that they are consistent with the nature of the post. 

The post-holder is also required to undertake such other duties and training as may be required by or on behalf of Academies Enterprise Trust provided that they are consistent with the nature of the post. 

This job description is a guide to the duties the post holder will be expected to undertake. It is not intended to be exhaustive or exclusive and will be subject to change as working requirements dictate and to meet the organisational requirements of Academies Enterprise Trust.



Other clauses:
1. The above responsibilities are subject to the general duties and responsibilities contained in the Statement of Conditions of Employment
2. This job description allocates duties and responsibilities but does not direct the particular amount of time to be spent on carrying them out and no part of it may be so construed. 
3. The job description is not necessarily a comprehensive definition of the post.  It will be reviewed at least once a year and it may be subject to modification or amendment at any time after consultation with the holder of the post.
4. This job description may be varied to meet the changing demands of the academy at the reasonable discretion of the Principal/Group/Chief Executive
5. There may be occasions when it will be necessary to cover other Administrative roles within the academy or to work with the administrative team when there are peaks and pressing issues. 
6. This job description does not form part of the contract of employment.  It describes the way the post holder is expected and required to perform and complete the particular duties as set out in the foregoing.
7. Postholder may deal with sensitive material and should maintain confidentiality in all academy related matters.

Safeguarding 	

We are committed to safeguarding and protecting the welfare of children and expect all staff and volunteers to share this commitment.  A Disclosure and Barring Service Certificate will be required for all posts. This post will be subject to enhanced checks as part of our Prevent Duty.
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Person Specification

Job Title:	HR Business Partner 

	General heading
	Detail
	Essential requirements:
	Desirable requirements:

	Qualifications
	Qualifications required for the role
	· Degree level with a relevant professional qualification, full (CIPD) qualification or equivalent
	

	Knowledge/Experience
	Specific knowledge/
experience required for the role
	· Must have significant, proven HR advisory experience
· Experience of conducting and advising at disciplinary/grievance/redundancy meetings/hearings
· A proven track record of dealing with complex HR issues 
· Knowledge of TUPE legislation
· Knowledge of Human Resources policies and procedures 

	· Education HR experience
· Knowledge of the education sector
· Experience of dealing with HR in a multi-site organisation
· Knowledge of safer recruitment/safeguarding/child protection

	Skills
	Line management responsibilities (No.)
	· N/A
	

	
	Forward and strategic planning
	· 
	

	
	Budget (size and responsibilities)
	· N/A
	

	
	Abilities
	· Ability to use at least an intermediary level Microsoft Office including Word, Excel and Outlook or equivalent
· Ability to use databases and experience of data entry
· Work effectively as part of a team
· Ability to be proactive and prioritise work
· Ability to produce accurate correspondence and identify errors
· Ability to produce and understand statistics and collate these in reports for distribution
	

	Personal Characteristics
	Behaviours
	
· Have strong inter-personal skills
· Ability to work independently
	

	Special Requirements
	
	· Successful candidate will be subject to an enhanced Disclosure and Barring Service Check
· Right to work in the UK
· Evidence of a commitment to promoting the welfare and safeguarding of children and young people
· Ability to travel across the region and on occasions nationally as required
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