Role Profile: HR Manager 
(International School Zurich North and the Four-Forest Group of Schools)
Purpose
Reporting into the Senior Team, being the local lead in all aspects be the local lead in all aspects of HR administration, including recruitment, systems, policies and process, the maintenance of employee files, annual training, and compliance. Responsible for leading and overseeing all SCR related activities across International School Zurich North (ISZN) and the Four-Forest Group of Schools. Excellent supervision, people management, time management, attention to detail and communication skills, and the ability to work both alone and within a team are essential. This role is largely working alone with the local teams, but with HR support from Cognita Central HR team.









Key Accountabilities 

· Process all administration relating to the recruitment cycle including producing New Post request forms, Leaver/Replacement requests, Change of Employment Forms etc.
· Work with the relevant Recruiting Manager to obtain appropriate approval to recruit.
· Ensure job adverts are placed and have appropriate safeguarding wording.
· Responsible for managing the safer recruitment process for all candidates including, referencing process, ID checks, ensuring the recruiting manager carries out internet searches on all shortlisted candidates. Ensuring all relevant documentation is scrutinised, verified and dated.
· Manage and collate job applications, responses to candidates and organising of interviews.
· Issue contractual employment documentation to successful candidates including the employment contract and all associated forms.
· Process all other administration relating to the recruitment cycle including producing New Starter Checklist and Risk Assessment Form, Induction Checklist, Probation Procedure documentation etc.
· Oversee maintenance of all relevant data on the SCR, Cognita People, SIMs and any other school approved management information system (including Employees, Volunteers, Self Employed individuals, Third Party Contractors etc) in line with the Cognita SCR guidance.
· Support and monitoring of the induction and probation process of all staff.
· Co-ordinate IT setups for all new staff.
· Suggesting and supporting with the development and implementation of people and payroll systems, as well as process improvements with key controls identified.
· Support the implementation the absence management system on E-days. Recording and monitoring absence, and entitlement.
· Ensure self-employed contractors undergo appropriate checks.
· Oversee maintenance of the staff training matrix as part of compliance.
· Minute-taking for formal meetings as requested.
· Support the Head of Operations in the collation and return of census data and reporting.
· Act in strictest confidence at all times, paying strict adherence to data protection. 
· Working with the central HR team to implement people policies and process at a local level.
· The post holder will be expected to undertake such other duties, within the general scope of the post, as may be required from time to time by the Head of Operations and Executive Principal.  

Other responsibilities:
· To be aware of and comply with policies and procedures relating to safeguarding, health and safety, security, confidentiality and data protection, reporting any concerns to an appropriate person
· To be aware of and support diversity and equal opportunities for all, appreciating and supporting the role of other professionals
· Fully and positively participate in the schools appraisal system in order to develop and enhance personal and school performance
· To undertake all other duties commensurate with the level of the post as required, to ensure the efficient and effective running of the school.







Safeguarding Responsibilities
· To comply with safeguarding policies, procedures and code of conduct
· To demonstrate a personal commitment to safeguarding and student/colleague wellbeing 
· To ensure that any safeguarding concerns or incidents are reported appropriately in line with policy
· To engage in safeguarding training when required







Person Specification
[bookmark: _30f4485d_71f6_42d6_8681_3dac6129ca33][bookmark: _c5126aa4_53b4_4342_aaab_6f4188147513]Good attention to detail. • Ability to follow up queries and ensure close out of outstanding issues. • Good IT skills including MS office and email. Ability to quickly adapt to new IT systems and processes. • Polite and clear communication skills, both written and verbal. • Ability to work unsupervised and proactive problem solving attitude.



Essential
Desirable
Skills
· Intermediate IT skills including MS office and email. 
· Ability to quickly adapt to new IT systems and processes.
· Polite and clear communication skills, both written and verbal. 
· Ability to work unsupervised and proactive problem-solving attitude.


· Previous experience of Line management 
Qualifications
· A minimum of GCSE English Language at grade C. 
· Educated to A-level standard or equivalent experience.

Experience
· Previous experience in the education sector
· Previous experience in managing a school central register
· Previous governance experience
· Payroll administration
· Recruitment or HR administration
Other
· Speak, read, write in both English and German
· Good attention to detail. 
· Positive attitude to work and pride in getting things right
· Ability to follow up queries and ensure close out of outstanding issues. 
· Ability to multi-task and prioritise








Key Stakeholders:	

Internal – Finance and administrative colleagues, Headteacher and SLT, School Support Centre payroll team, HR Business Partner, pupils, all teaching staff

External - Visitors including contractors and supply teachers, agencies, 



Signed: ………………………………………….   Name (print): …………………………………..

Date: ……………………………………………..
