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JOB PROFILE

HR Manager
The HR Manager is the first point of contact for staff queries regarding Pay and Personnel related issues, and will deal with all employee related administration, in addition to providing a comprehensive support service for payroll and recruitment procedures.

Job Purpose

· To manage the HR function within the school providing an effective and confidential service to the Headteacher, staff and governors.
· To provide an efficient HR administrative service supporting the SBM, Senior Leadership Team and the Governing Body.
· To ensure all School HR policies are upheld.
Organisational Relationships
Directly responsible to:
The Headteacher
Directly responsible for:
No staff initially, but there is scope for the role to expand over time.
Hours

28 hours per week, term time plus 1 week during the school holidays (40 weeks per year). The hours of work to be negotiated. Breaks taken through the school day are unpaid.  A degree of flexibility will be required as there are times during the year when certain tasks have more prominence, e.g. Monthly payroll deadlines & staff recruitment during the Summer term. 
Grade
XCET PS7 to PS8 – The FTE range for this pay scale is £32,512 to £38,585. Actual pay for 28 hours per week, 40 weeks per year is £22,312 to £26,479. 

Main Duties

· To manage the recruitment process from advertisement through to induction. Including the preparation of adverts, job descriptions and department information, liaising with relevant staff as appropriate. 
· To upload recruitment advertisements on to relevant recruitment websites.

· To manage the interview process from start to finish; collating candidate applications, assisting in the shortlisting process, inviting candidates in for interview, organising the interview day including booking rooms and tour guides as necessary. Producing an interview plan for the day and interview questions. Organising any necessary interview activities. Undertaking all recruitment safeguarding checks including online checks and applying for references.  
· Conduct Support Staff interviews as part of a panel as required.

· Undertake all safeguarding pre-employment checks for staff and oversee the maintenance of staff records, including the processing of DBS checks, evidence of eligibility to work in the UK, overseas checks as necessary and any qualification checks.

· To Draw up offer letters, contracts and produce letters for any changes to contract as directed by the Headteacher.

· To maintain the single central record for all staff and third parties as required, ensuring that the schools Single Central File is kept up to date. 
· To be responsible for the administration of the HR and payroll systems, including new starters/leavers and completion of all monthly payroll submissions to our payroll provider, regarding additional payments/deductions and the recording of absences. 
· To be responsible for checking monthly pre-payroll batch reports along with the School Business Manager to ensure staff are paid correctly.  
· To be responsible for the administration of staff Maternity/adoption leave, paternity leave and shared parental leave. Completing any necessary paperwork and notifying the payroll provider of any required changes.
· To maintain personnel files and keep both the Arbor and EVERY databases up-to-date with any necessary changes.
· To maintain processes for tracking visa checks, return to work, two and five year employee service. Administer necessary changes.

· To produce staff badges, registering badges on the relevant school access systems. 
· Be responsible for monitoring staff absence and attendance, producing monthly reports for the Headteacher. 
· Making Occupation Health referrals as necessary via our Occupational Health provider. 
· To produce annual reports regarding pay increases for the Headteacher in coordination with the school business manager.
· To produce annual Salary statements for all staff. 

· Support the senior leadership team with ensuring annual staff appraisals are completed.
· Ensure compliance with Trust policies, employment legislation and best practice.

· Flexibility to support school events and activities.
· To co-ordinate the production of HR policies. 
· To develop and implement improvements to the HR function within the school to increase the effectiveness and efficiency of the service.
· To liaise with relevant staff to produce the workforce census and other staffing returns.
Person Specification
· Experience in a similar capacity is essential

· Membership of the Chartered Institute of Personnel and Development would be an advantage but is not essential

· Excellent inter-personal skills

· Confidentiality is essential

· Good attention to detail

· Organised with the ability to work on own initiative

· Computer literate

