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JOB DESCRIPTION

	Job Title:
	Human Resource Manager 

	Grade:
	Band PO3 £20.85 per hour 15 hours per week 

	Directly responsible to:
	Head Teacher    

	Directly responsible for:
	Managing the Human resources within Prism

	Conditions of service:
	As detailed in the contract of employment


The following information is furnished to assist staff to understand and appreciate the work content of their post and the role they are to play in the organisation. However, the following points should be noted.

· Whilst every endeavour has been made to outline all the duties and responsibilities of the post, a document such as this does not permit every item to be specified in detail. Broad headings therefore may have been used below; in which case all the usual associated routines are naturally included in the job description.

· Officers should not refuse to undertake work, which is not specified on this form, but they should record any additional duties they are required to perform and these will be taken into account when salaries are reviewed.
	Prime Objectives of the Post



· Recruitment and Staffing 
· Performance Management 

· Compliance and Risk Management 

· Benefits and payroll

· Strategy and Leadership 

	SUPERVISORY/MANAGERIAL RESPONSIBILITIES

	· To work within an agreed budget


	SUPERVISION AND GUIDANCE

	· Personal initiative and self organising abilities expected to be exercised by post holder; complex problems would be referred.

· To attend managerial supervision sessions 


	RANGE OF DECISION MAKING

	·  Responsible for all decisions made in connection with their duties
· To ensure that all activities have a complete, current and signed risk assessment.


	RESPONSIBILITY FOR ASSETS, MATERIALS ETC

	· Confidential files held in relation to staff, young people and providers, ensuring GDPR guidelines and policies are adhered to.
· Consumable office items

· Computer equipment

· Personal protective equipment


	MAIN DUTIES

	Recruitment and Staffing:

Manage the recruitment process for all staff, including job posting, interviewing, hiring, and onboarding.

Ensure job descriptions are up to date and compliant with all legislations.

Develop recruitment strategies that attract diverse candidates and fulfil organisational needs.

Employee Relations:

Serve as the point of contact for employment relations and address any employment issues that arise.

Foster a positive work environment and culture that reflects the organisation’s values, encouraging teamwork and collaboration.

Performance Management:

Implement performance review procedures (e.g., quarterly/annual evaluations).

Support department managers in the performance management and improvement of their teams.

Organise training & development initiatives to address performance gaps and to facilitate employee growth.

Compliance and Risk Management:

Ensure compliance with employment laws and regulations, and recommended best practices; reviews policies and practices to maintain compliance.

Maintain records of personnel transactions such as hires, promotions, transfers, performance reviews, and terminations.

Benefits and Payroll:

Administer benefits programs, including health, retirement, life insurance, etc.

Oversee payroll processing to ensure timely and accurate payment and reporting.

Strategy and Leadership:

Develop and implement HR strategies and initiatives that align with the strategic direction of the organisation.

Participate in executive meetings and provide decision support through HR analysis.

To carry out such tasks and duties from time to time as required by the Head of PRISM Youth Project
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