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Post Title:

HR Officer
Hours


22.5 hours per week /term time only


Plus an additional 4 weeks (to include inset days)
Grade


Grade H Points 23-31

Reporting To: 

Business Manager
	Job Purpose

	To ensure all key activities of the HR function are completed by working closely with the HR Administrator and Business Manager. 

	Key Activities

	To liaise with The Principal in respect of all HR and Personnel matters and to provide advice and guidance regarding policies, terms and conditions of service and undertake all human resources administration as appropriate.

Assist the Principal and Business Manager in researching, developing, implementing and effectively communicating HR policies and procedures in line with legislation, best practice and the Academy needs.

To manage all administrative processes related to the HR function, including recruitment, selection, appointments, resignations and changes to terms and conditions of employment.

To effectively monitor and report staff absence and ensure that return to work interviews take place as necessary, drawing any concerns to the attention of the Principal and other senior staff.

To be responsible for the advertising vacancies and subsequent recruitment management and associated employment checks.

To liaise with appropriate staff and organize interview arrangements

To attend meetings as requested and take accurate minutes and prepare papers as necessary.

To advise the Principal of procedures regarding all HR, Appraisal, Competency & Discipline Procedures.


To maintain accurate academy/administrative database records and filling systems in a timely and accurate manner.

To complete national statistical returns and all Government returns in relation to personnel data; including school workforce returns where appropriate.

Produce accurate and timely management information as required by the Academy Leadership team.

To undertake other duties that the Principal or Business Manager may reasonably request.

Organisation:

To comply with policies and procedures relating to child protection, health & safety, confidentially, data protection and freedom of information and report all concerns to the appropriate person.

To be aware of and support difference and ensure equal opportunities for all.

To contribute to the development and implementation of the overall ethos/work/aims of the academy.

To develop positive relationships and communicate with other agencies/professionals.

To develop constructive relationships and liaison between managers/teaching and support staff.

Recruitment and selection:

To set out the staffing list and update it monthly to reflect leavers and new starters 

Ensure all recruitment and selection processes meet the current legislation regarding equality and diversity.

Co-ordinate job advertisements liaising with media, maximising effectiveness and monitoring success; ensuring all advertising and recruitment costs are authorised by Principal or Business Manager.

To ensure job descriptions/person specs are prepared and approved by Principal prior to advertisement. 

Co-ordinate and issue application packs.

To review applications and liaise with appropriate Leadership Team member to obtain an interview shortlist, prepare Interview Schedules and organise local arrangements for the interview day.

To participate in interviews for Educational Support Staff as part of the Interview Panel if necessary.

To send Offer Letters and associated employment paperwork to successful candidates and set out the supporting information required by the Academy.

To co-ordinate all pre-employment checks in relation to new appointments, including references, DBS and medical checks.

To prepare Contracts of Employment for new employees and Contract Variation letters as and when required.

To provide “New Starter or contract change forms” to Business Manager (where applicable). To administer monthly e-forms to GCC for starters and changes
To conduct “Welcome Interviews” with new starts. Provide them with Induction Packs and introduce them to their Line Manager.
To prepare schedules for “Probation Period”, organise Review Meetings and notify them of successful completion at the end of the period if appropriate.

Central Record of Recruitment and Vetting:


To set up and maintain a  “Single Central Record of recruitment and Vetting Checks” as required by the DfE.

To ensure the Single Central Record includes all relevant checks as current guidance dictates.

Undertake General Teaching Council Registration checks.

Staff training and Performance Management:

Work with the Vice Principal (Pastoral) in charge of Safeguarding to ensure that all staff receive the appropriate safeguarding training and keep a log on the Central Record of dates training received and highlight when refresher training is required.

Pay Increases:

To complete the necessary “Annual Schedules of Pay Increases” for the Principal/Business Manager.

To deal with any queries from employees regarding their pay.

Leave of absence:

To prepare and maintain a “Schedule of Annual Leave Entitlement” plus any leave carry-over for all employees and ensure that annual leave taken is within employees’ entitlements.

To oversee all aspect of Maternity/Paternity leave administration ensuring that the Facilities Manager completes risk assessments as and when required.

Absence Records:

To maintain absence records including reasons for absence, and provide a monthly Absence Schedule for Payroll.

To check the reasons given for absence by employees against the specific entitlement and determine whether absences should be paid or unpaid.

To receive all Medical Certificates and undertake suitable analysis to flag any issues that require further follow-up.

To closely monitor absence and ensure that all necessary Self-Certification Forms are completed.

To manage referrals to the Occupational Health Advisor and liaise with Occupational Health and the individuals concerned on the outcome of the consultation.

To monitor instances of long term sick/absence and advise Academy Leadership Team on any further action should it be required.

Policies and Procedures:

To deal with and resolve employee queries and complaints wherever possible through reference to the relevant Policies and Procedures.

Grievance and Disciplinary Matters/Employment Tribunals:

To monitor that the necessary procedures and processes are followed in formal Grievance and Disciplinary cases and Employment Tribunal proceedings, and that written records of meetings and copies of all supporting documentation are retained for future reference.

References:

To liaise with Line Managers to draft references for those employees applying for new positions outside the Academy.

To deal with and complete verification Forms for rental agreements, mortgage applications etc. in conjunction with Business Manager.

Leavers:

To complete all the necessary forms and paperwork for leavers, ensure that they receive any necessary documents (eg P45) and return any equipment and keys etc.

To ensure that “Exit Interviews are undertaken and that a record of these interviews are kept on Leavers’ electronic Personnel Files.

Additional responsibilities:

Register NQT staff with the relevant bodies and work closely with the NQT training co-ordinator to ensure absence information and further requests are dealt with

Organise and reply to work experience and volunteering requests

Work closely with the Clerk to Governor role to ensure all Governors have the appropriate DBS checks made and supply the Governing body with information as requested

Prepare staffing and absence reports for the Business Manager to take to Staffing and Resourcing Governor meetings

To assist Finance Officer in reconciliation of monthly payroll checks and verification.

To ensure all Health & Safety regulations and Codes of Practices are observed at all times.

	Other Specific Duties

All support staff will be expected to accept reasonable flexibility in working arrangements and the allocation of duties, in pursuance of raising student achievement and effective team working. Support Staff will also:

· model the ethos and vision for the Academy

· to continue personal professional development as required

· to actively engage in the performance review process

· support whole Academy acts of worship and prayer for the day.

It is important that all staff recognise that they are an integral part of the Academy and have a duty to contribute to its overall effectiveness both within their specific areas and beyond.

It is the vision of the Academy to involve all support staff in the life of the Academy and in particular in supporting students as House Tutors, Mentors and other appropriate ways. 

Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task may not be identified.  Employees will be expected to comply with any reasonable request from the Principal to undertake work of a similar level that is not specified in this job description and to undertake all duties reasonably requested by their line manager in a manner consistent with the vision of All Saints’ Academy.

The academy will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.
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