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School & ASD Service





POST TITLE:
HR Manager 
SALARY: 
PO1
Responsible to: 
School Business Director 
WOrking hours: 


35 hours per week, term time only + 4 weeks (42 weeks 



per year in total)
MAIN PURPOSE: 

The HR Manager
· is responsible for overseeing, administration and management of all human resource and recruitment management as directed by the Senior Leadership Team.

· is responsible for providing a responsive and proactive personnel advisory service to all employees, Executive Headteacher, SLT and Governors on employment legislation, policies and procedures; conditions of service and best employment practice.
· Is responsible for GDPR compliance. 
· Is responsible for the Single Central Record
· Is responsible for the Staff Census Return
MAIN DUTIES AND RESPONSIBILITIES
HR Policies and Procedures
1. Provide professional guidance and advice on schools HR Policy and Procedures.  Advise and support the Executive Headteacher, Senior Leadership Team, Governors and Line Managers on all employee relation matters (informal and complex) including discipline, capability, grievance and absence management casework.  Ensure casework is progressed in a timely manner within the legislative framework and the council’s and school’s policies and procedures.  This is carried out in conjunction with the Local Authority’s HR Team and the school’s HR Consultant.
2. Work with the Headteacher on Implementing the LA’s HR procedures and policies as approved by Governors.
3. Ensure Occupational Health referrals are timely and in accordance with the HR policy on Managing Absence.  Undertake a wide range of correspondence on HR matters.  Prepare briefing notes on a range of HR issues as required.

4. To comply with the development of policies and procedures relating Human Resources, Confidentiality and Data Protection reporting all concerns to the headteacher.

5. To take the lead on specific HR projects as identified by SLT.

6. To take responsibility for your own continuous professional development.
7. To provide support with complex HR projects as and when required by the Executive Headteacher and Governors.

8. Participate in training and other learning activities and performance development as required.
9. To participate in performance management.

Recruitment

1. Under the direction of the Senior Leadership Team, to implement all aspects of the recruitment process for the school including producing offer letters and contracts.  
2. To respond to enquiries from managers, staff, applicants and provide advice on aspects of recruitment and selection. 
3. Ensure recruitment is in line with best practice procedures and that all necessary employment checks are undertaken.  
4. Prepare interview panels as directed by the Senior Leadership Team.  
5. Ensure recruitment procedures are in line with DfE Safer Recruitment and that all necessary employment checks are undertaken.

6. To ensure that ‘safer Recruitment’ and ‘Equal Opportunities’ , ‘Racial Discrimination’, ‘Unconscious Bias’ guidance is adhered to throughout the recruitment process and ensure that all necessary paper work for new staff is completed.

7. To ensure procedures for Associate Staff are followed by managers and to advise line managers on probation procedure, where necessary.

8. Safeguarding – to ensure that accurate details are kept on all staff, agency staff including identity checks and vetting details.
Payroll
1. To input payroll information into the school’s MIS. 
2. Inputting information for the production of contracts.
3. To liaise with the designated member of staff with regards to staff recruitment, payroll information, threshold progress and outcomes of performance management.
GDPR

1. Advise the school and its employees about their obligations under current data protection law, including the General Data Protection Regulation (GDPR).
2. Develop an in-depth understanding of the school’s processing operations, information systems, data security processes and needs, and administrative rules and procedures.
3. Monitor the school’s compliance with data protection law.

4. Ensure the school’s policies are followed.

5. Advise on and assist the school with carrying out data protection impact assessments.
6. Helping the ICO to access documents and information.
7. Seeking advice liaise with the LA’s DPO on data protection issues.
8. Act as a contact point for individuals whose data is processed (for example, staff, pupils and parents).
9. Respond to Subject Access Requests. 

10. Respond to other requests regarding individuals’ rights over their data and how it is used.
11. Report to the governing body on the school’s data protection compliance and associated risks (Finance and Resources Committee).
12. Respect and uphold confidentiality, as appropriate and in line with data protection law.
13. Undertake any additional tasks necessary to keep the school compliant with data protection law. 
14. Identify training needs across the school in relation to GDPR.

Single Central Record
1. Carry out Disclosure Barring Service (DBS) and List 99 checks for all new employees, governors, volunteers and other groups as required.  Record these on the Single Central Record (SCR).
2. Arrange for risk assessments to be carried out as required under safeguarding procedures as part of the process.

3. Maintain the SCR and ensure it is always complete and meets statutory requirements. 
4. Lead on regular monitoring internally and externally i.e. by governors, LA and SLT

5. Maintain local knowledge of the SCR and the implications for accurate personnel records.
Management Information System (Scholarpack / Access) & Other Software

1. Responsible for the inputting of records which informs contracts and employment status.  This is done in conjunction with the designated member of staff.

2. To be responsible for the accuracy of staff data on the school’s MIS for returns to DfE and Local Authority.  
3. Ensure the Staff census and statistical returns required by the Governors, LA and DfE are completed accurately and to the set deadlines.

4. To ensure that DBS information is recorded and processed accurately.
5. Responsible for the accurate recording of all data required for the ‘Single Central Record’ to ensure compliance of Ofsted requirements and Safeguarding Children guidelines.

Liaise with Leadership
1. Ensure the implementation of an induction programme for any new member of Associate Staff.  This should take place in liaison with relevant leaders.

2. To ensure return to work interviews and exit interviews take place.

3. To attend Associate Staff team meetings and other identified meetings as appropriate.

4. Plan and manage HR changes in accordance with the school development plan as directed by the Senior Leadership Team.
5. Undertake any other duties commensurate with the grading of the post, as reasonably requested by the Senior Leadership Team.

6. Liaise with the Cover Manager to ensure accurate details are kept for all absences, i.e.: CPD training, medical appointments and sickness absence are all recorded accurately in the MIS.

External Contacts

Develop and maintain effective working relationships with the Local authority, trade unions, other staff representatives and organisations as relevant.  Liaise as appropriate on individual case issues. 

Equalities

Ensure implementation and promotion in employment and service delivery of the council’s equal opportunities policies, racial equality, compliance with DDA (Disability Discrimination Act) and other statutory responsibilities.  

Health and Safety

Ensure compliance with all Council policies, with particular reference to Safeguarding, Health and Safety and Equal Opportunities issues.

This job description allocates duties and responsibilities but does not direct the amount of time to be spent on carrying them out and no part of it may be so construed.

This job description is not necessarily a comprehensive definition.  It will be reviewed annually. The job description is current at the date shown but, in consultation with you, may be changed by the Executive Headteacher, to reflect or anticipate changes in the job commensurate with the salary and job title.

PERESON SPECIFICATION

Title:

HR Manager



Grade:
       P01 
Section: 
Admin




Report To:  School Business Director
Qualifications/Training (Essential) 

1. Education to a least a Level 3 Diploma and/or experience in a similar role.



2. Hold or working towards a HR qualification.







3. Experience of using a wide range of ICT software, information systems in an administrative environment. Effective use of specialist ICT packages.
4. Excellent numeracy/literacy skills to at least Level 3 or equivalent experience.
Experience (Essential)
1. Several years’ experience of working within a Human Resource office environment at a senior level.
2. Management and operation of administrative systems.


 
3. Creating, maintaining and analysing data.







4. Preparing and presenting reports.






5. Attention to detail and working accurately to deadlines.






Experience (Desirable)
1. Leading and managing staff. 

2. Working in a school or in a customer focused environment.


Knowledge/Skills (Essential)






1. Knowledge of relevant aspects of employment legislation, policies/codes of practice.


2. A proven ability to work collaboratively as part of a team in a solution focused manner.

3. Commitment to and a clear understanding of the Schools and LA equal opportunities policy and its implementation within a school environment.






4. Ability to time manage and prioritise work effectively.


5. Able to deal discretely with confidential information.





6. Able to carry out administrative tasks with efficiency and keep accurate records


7. Ability to use initiative.
8. Able to work flexibly adapting to changes in work priorities as needed.
9. Able to maintain confidentiality in all circumstances.

Knowledge/Skills (Desirable)
1. Scholarpack and Access Management Information Package
2. Current educational issues.










3. Show evidence of continued professional development. 
4. Able to self-evaluate learning needs and actively seek learning opportunities and be 
committed to the development of a learning community for all.






5. Ability to learn and use new systems quickly.
Personal Qualities (Essential)

1. Commitment to promoting the ethos and values of the school and getting the best outcomes for all students.

2. Commitment to maintaining confidentiality at all times.

3. Commitment to safeguarding and equality.

4. Ability to embrace change well.

5. Ability to deal with difficult situations effectively.

Aptitude (Essential)

1. Ability to use initiative.
2. Ability to learn and use new systems quickly.
3. Able to work flexibly adapting to changes in work priorities as needed.
4. Able to maintain confidentiality in all circumstances.

5. Ability and commitment to provide a quality responsive service, demonstrating a professional and tactful approach to work and dealing with customers.

6. Ability to advise Officers and others correctly and in an appropriate manner.

People, Relationships and Communications (Essential)
1. Be able to relate to all students, staff, parents and external agencies in a positive and constructive way.

2. Be able to work on own initiative as well as follow instructions, managing time and working under pressure.

3. Be helpful, friendly and approachable.

4. Possess integrity, optimism, resilience, calmness and a sense of proportion.

5. Possess excellent written and verbal communication skills.

6. Present a professional demeanour in the workplace at all times.

Other (Essential)

· Good punctuality and good attendance. 
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