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Dear Applicant,
Thank you for your interest in the position of HR Manager.  We are seeking to appoint a suitably qualified, experienced and enthusiastic person to join our friendly and supportive staff team at Lymm High School.  

Salary Scale:  	Grade 9, £37,568 - £41,591
Contract Term:  	Permanent
Contract Type:  	37 hours per week, all year round (N.b. term time only contract is a possibility)
Hours of Duty:	Monday – Friday 8.00am – 4.00pm
			           
Background Information
Lymm High School is a 11-18 school with nearly 2000 students (400 in the 6th form) and exceptional resources, including 28 acres of beautiful grounds, a swimming pool, leisure complex and our own residential centre in Anglesey. A very good and well-established school already, we have made rapid progress in recent years and have no intention of resting on our laurels. The potential here is huge and it is a lovely place to work.

We are looking to appoint a dedicated and professional HR Manager who will work with senior leaders and support teaching and support staff across the school.

Method of Application
The preferred method of application is electronically via email in word format.  All applications must be made using the school’s application form.  Applications will be shortlisted for interview and the HR Officer will contact those selected regarding the time and venue.  Applicants who have not been contacted 2 weeks following the closing date can assume that on this occasion their application was unsuccessful.

Closing Date
[bookmark: _GoBack]Applications received after the closing time of 9am Monday 23rd May 2022 will not be considered.

Interview Date
TBC, week commencing Monday 23rd May

Safeguarding
All staff who teach, train or work regularly with children aged up to 18 and vulnerable adults are required to comply fully with legislation and Lymm High School policies and practices to ensure learners are safeguarded and protected.

Lymm High School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

If you have any questions or would like to arrange a visit prior to making an application, please contact us on 01925 755458 or email recruitment@lymmhigh.org.uk. Thank you again for your interest in working at Lymm High School.  We look forward to hearing from you.

Gwyn Williams, Headteacher 
JOB DESCRIPTION
The information contained below is to help staff understand and appreciate the work content of their post and the role they are to play in the operations of the school.  However, it should be noted that whilst every effort has been made to outline all the duties and responsibilities of the post, a document such as this does not permit every item to be specified in detail.  Broad headings may therefore have been used, in which case all the usual associated duties are included in this job description.
The primary focus of the post will be delivering HR support, but the postholder will play a broader role supporting the wider school as appropriate. 

	Job title
	HR Manager/DPO


	Reporting to
	Director of Finance & Operations


	Job purpose
	Lead on culture practices and provide expert guidance and support to governors, senior leaders and line managers in the areas of performance management, employee relations, employee attendance, employee engagement, diversity & inclusion, policy development, HR compliance and GDPR.

Full responsibility for day to day management of HR Operations, developing and implementing HR processes, procedures and systems and directly contributing to the long term strategic objectives of the school.



	Key Tasks and 
Accountabilities
	Human Resource Management 
1. Work with senior leadership team and heads of faculty / line managers, assisting in the understanding and implementation of policies and procedures, the interpretation of terms and conditions of service, and appropriate intervention and communication with staff members on various employment or personal issues to ensure consistent and effective people management practices
2. In conjunction with Senior Leadership Team ensure staffing issues are identified and addressed in accordance with good practice, employment law and school policy, delegating to the HR Officer and referring to Occupational Health Support where appropriate
3. Seek to maintain or create positive working relationships with employees, and Trade Union representatives as required, to achieve positive outcomes in the event of dispute or disengagement. 
4. Lead on recruitment and retention practices across school, ensuring safer recruitment is followed at all stages of the process from advertisement to induction and delegating tasks to the HR Officer as appropriate.  
5. Ensure the school meets the Keeping Children Safe in Education requirements for employment through Safer Recruitment and appropriate vetting and safeguarding checks including DBS, references, qualification etc. 
6. Oversee the induction process for new employees, ensuring that suitable training plans are in place for new staff and probationary periods are monitored.
7. Support various initiatives or projects that have staffing/HR requirements, as required, including the ECT Induction programme, secondments, sabbaticals, training initiatives and restructuring programmes etc. 
8. Attend the Governors’ Student & Staff Wellbeing and Remuneration Committees as required to present and discuss relevant HR matters.
9. Develop and deliver training to managers to ensure understanding of and compliance with HR related policies and people management practices in conjunction with the Assistant Head responsible for staff development and CPD.
10. Liaise with the Finance Manager and DFO on all pay-related issues including new appointments, contract changes, leavers, maternity/paternity pay, sick pay etc to ensure that relevant and authorised paperwork is provided in accordance with payroll deadlines.
11. Line manage the HR Officer and other admin staff through direction, supervision, appraisal, coaching and development. 
12. Ensure systems are in place for accurate record keeping and administration to support the HR function within the school. 
13. Ensure that confidential employment records are fully maintained for all employees and that the School's Single Central Record contains all appropriate checks under the Safeguarding Children requirements and is up to date and Ofsted-ready at all times, with delegated responsibility to the HR Officer where required. 
14. Complete and submit statutory returns for the DfE (School Workforce Census or as appropriate) accurately and on-time. 
15. Provide regular analysis of statistics for HR indicators (including equality data, recruitment data, etc) for DFO and Senior Leadership team and relevant Governors’ Committee. 
16. Seek and make use of specialist expertise in relation to HR/ legal issues where required. 

Staff Well-being
1. Lead on developing a supportive wellbeing culture and ethos within school, working with student leads to obtain relevant recognised wellbeing accreditation.
2. Build trust and instil confidence in staff in order to provide support and guidance.
3. Develop and undertake risk assessments for staff and areas of work as required.
4. Develop and deliver training sessions on positive mental health and wellbeing.
5. Be proactive in the prevention of poor mental health and work with staff to identify problem resolution. 
6. Development of the staff wellbeing website in order to provide self-help to those staff who wish to remain anonymous for the time being. 
7. Show empathy and sympathy and tailor actions to the individual needs. 
8. Develop and steer a staff working group ensuring all areas of the school are represented.

GDPR Compliance: Data Protection Officer 
1. Manage the School’s compliance programme for data protection, working closely with the Head of ICT to ensure an up to date action plan is in place.
2. Advise the Headteacher and DFO on all matters related to data protection.
3. Create and maintain appropriate data protection policies and procedures and manage an assurance programme and related audits including, but not limited to, data sharing, disclosure and data retention.
4. Monitor changes to the law and guidance on all matters relating to data protection ensuring the school takes timely action to update and implement changes in policies and procedures.
5. Oversee the maintenance of records required to demonstrate data protection compliance.
6. Manage a programme of awareness-raising and training to deliver compliance and to foster a data privacy culture within the school.
7. Operate as the primary contact point for the ICO and lead a data incident response and data breach notification procedure.
8. Lead the school’s response to any regulatory investigation or request for information, working closely with the Head of ICT.
9. Review data protection clauses in contract terms in conjunction with Corporate Legal Services.
10. Work closely with senior management and key stakeholders on privacy matters, advising and ensuring they are regularly updated.
11. Maintain and update data privacy notices.
12. Be the contact point with and co-operate with data subjects when exercising their individual data rights as well as supervise and advise on the response to such requests.
13. Advise on data protection impact assessments relating to the school’s regulatory function.




	All employees have the responsibility to:

	· 
Ensure any documentation produced is to a high standard;

· Be aware and comply with policies, protocols and procedures relating to safeguarding, child protection, health, safety and security, confidentiality and general data protection regulations, reporting all concerns to the appropriate person;

· Participate in training and other learning activities as required;

· Provide appropriate guidance and supervision and assist in the training and development of staff as appropriate;

· To promote the area of responsibility within the academy and beyond;

· To represent the academy at events as appropriate;

· To support and promote the academy ethos;

· To undertake any other duties and responsibilities as required that are covered by the general scope of the post.



REVIEW ARRANGEMENTS
The details contained in this job description reflect the content of the job at the date it was prepared.  However, it is inevitable that over time, the nature of the jobs may change.  Existing duties may no longer be required and other duties may be gained without changing the general nature of the post or the level of responsibility entailed.  Consequently, the Headteacher will expect to revise this job description from time to time and will consult with the post holder at the appropriate time.













PERSON SPECIFICATION


	POST TITLE:  HR Manager
Grade 9, SCP 


	MINIMUM ESSENTIAL REQUIREMENTS
	

	
Qualifications, Knowledge and Experience
	Essential/ Desirable
	Method of Assessment
(Application/ Interview/ Certificate)


	
Sound knowledge of employment law, and HR-related policies, procedures and good practice 

Sound awareness of confidentiality and data protection requirements (including GDPR) in HR 

Sound understanding of equality legislation and its application in HR processes 

Significant experience in providing advice and guidance on complex HR and employment related matters 

Good level of education – degree level or equivalent 

CIPD qualified 

Experience managing an HR department including objective setting / performance management 

Relevant experience delivering training in HR/people management skills to managers 

Experience of working in a school HR Role

Experience of delivering staff wellbeing initiatives

Experience working with Trade Unions 

Experience of SIMS People Management System
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Skills & Abilities
	
	

	
Able to communicate confidently and effectively in a clear, positive and professional manner
 
Able to respond appropriately to, and deal calmly and effectively with, HR related issues 

Able to use critical thinking to identify, analyse and solve problems systematically
  
Able to communicate effectively and work with all key stakeholders across the school ranging from Governors, Senior Leadership Team, Line managers / Heads of Faculty, staff, volunteers, unions 
 
Able to use initiative and good judgement to problem solve effectively 

Able and willing to respond to the needs of others at short notice 
Able to work effectively under pressure and prioritise workload 
Ability to work effectively in collaboration with others 

Able to work quickly and accurately with good attention to detail 
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	Personal Characteristics
	
	

	
Suitable to work with children and safeguard their welfare 

Confident, resilient with a positive, can-do attitude 

Appreciation of the responsibility which comes with access to confidential personal data 

Tactful, diplomatic with a sensitive approach to personal issues 
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Other
	
	

	
Flexible approach to working hours with the willingness to work outside of contracted times to support school events.

Willingness to undertake training, identify own training needs and show a commitment to further professional development.


	
E


E
	
I


I



image1.jpg
eﬁiI){TV1fV1

L~ ¥ HIGH SCHOOL




