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HR MANAGER
JOB DESCRIPTION
 
Hours of work:	36 hours per week, term time only plus one week.  Must be available to check August payroll during school summer holiday – around 15 August, approximately 2 hours work as part of additional one week.

Salary:		Scale H8 to H10 depending on qualifications and experience

Reports to:		Headteacher 

Responsible for:		HR Administrator

[bookmark: _GoBack]Job Purpose:	To be responsible for providing an efficient, high quality and proactive Human Resources function to managers, staff and governors at the school.

1. To have oversight of all matters relating to HR including line management of HR administrator. 
2. Develop and monitor overall HR strategies, systems and procedures across the organisation to contribute to the achievement of the school’s stated objectives.
3. To liaise and advise as necessary on personnel matters with the Headteacher and other members of the Senior Leadership Team.
4. To provide HR support and advice to employees and line managers, explaining policies and procedures in a timely and effective manner, ensuring that that HR matters are conducted according to the school’s HR Policies and nurture a positive working environment.
5. With the school’s external HR provider, to develop and maintain all HR systems, policies and procedures to ensure compliance with all relevant legislation and safeguarding requirements.
6. To act as a mediator and advisor in HR matters in meetings between staff and line managers as required.
7. To liaise with payroll.
8. To manage all staff personnel records, including job descriptions and person specifications.
9. To manage and maintain the Single Central Record (SCR) ensuring all safeguarding and safer recruitment guidelines are met.
10. Under direction, manage the recruitment process for all new appointments in accordance with Safer Recruitment in Education and organise selection days.
11. To prepare effective recruitment materials including job descriptions, person specifications, advertisements and information packs for candidates which reflect the school in a positive light. 
12. To participate in some recruitment interviews.
13. To maintain induction and probation records for all new support staff and ensure these are completed in line with school policy.
14. To instigate the new entrant process from offer letter through to induction.
15. To create personnel files for new entrants and ensure that all documentation is present and correct.  Archive as needed.
16. To be responsible for the administration of staff resignations.
17. To provide reports and data on staffing to senior leaders and governors as requested.
18. To be responsible for the annual School Workforce Census.
19. Work closely with the Finance Director to review and check staffing data to ensure both the monthly payroll and the staffing budget are accurate.
20. Deliver an effective absence management process across the school and work with occupational health providers on more complex cases.
21. To ensure data systems are up to date so that accurate staff records are maintained, including job descriptions and staff contact details.
22. To attend all Joint Consultative Committee meetings with the Headteacher, take accurate minutes and advise when required.
23. With the Deputy Headteacher, Student Support and Assistant Headteacher, Development, to design, develop and oversee the administration of the Performance and Development process for support staff.  Also, to review findings from support staff Performance and Development reviews and identify training and development needs.
24. With Link Managers, to analyse training requirements of support staff and ensure needs are met.
25. Working with the Assistant Headteacher Development and Wellbeing, review all staff exit interviews and where appropriate, advise on strategies to address any issues raised.
26. To liaise with Assistant Headteacher, Development, in relation to staff wellbeing matters.
27. To provide support and advice in disciplinary and grievance procedures.
28. To liaise with Occupational Health, complete referrals and monitor follow ups.
29. To provide basic counselling to staff that have HR related issues.
30. To formulate and compose responses on behalf of line managers in relation to HR issues.
31. To respect the confidentiality of all information relating to students, staff and their families.
32. To carry out other duties, commensurate with the post, necessary for the smooth running of the school as required by the Headteacher.


HR MANAGER
PERSON SPECIFICATION


Desirable:

· Professional qualification in HR Management or similar relevant qualification.
· Membership of the CIPD.

Essential:

· Substantial experience of working in Human Resources, ideally within the education sector.
· Knowledge of HR policies, procedures and best practice.
· A willingness to undergo further training as required.
· A high degree of initiative, energy, enthusiasm and resilience.
· High levels of tact and diplomacy.
· Precision and attention to detail.
· Ability to deal sensitively and empathetically with others.
· Ability to handle confidential information with the utmost integrity.
· Self-starter and ability to manage own time effectively; excellent organisational skills.
· A suitable person to be responsible for working with young people.
· Enthusiasm for and commitment to working in a co-educational, multicultural comprehensive school.
· Commitment to develop the ethos of Nower Hill High School.
· Outstanding administrative skills.
· Excellent ICT capability.
· Ability to communicate clearly orally and in writing with staff and outside agencies at all levels.
· Excellent leadership & management skills.
· Ability to lead and work well as part of a team.
· Ability to manage change effectively.
· Ability to problem solve effectively.
· Excellent attendance & punctuality.
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Nower Hill High School
George V Avenue, Pinner
Middlesex, HA5 5RP
Telephone: 020 8863 0877
Fax: 020 8424 0762

Email: admin@nowerhill.harrow.sch.uk
Website: www.nowerhill.org.uk

Headteacher: Louise Voden
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