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Job Description: 	Support Staff
Name:
Job Title:	HR Manager			
Salary Scale:	CVCC Grade F
Hours of Work:	30 hours per week x 40 weeks 
	4 days per week 	
	½ hour lunch per day
	
Job Purpose
Manage the welfare and HR and functions of the College in liaison with the College Manager. Ensure that all college HR policies are implemented as appropriate and processes followed to ensure compliance and fairness. Ensure personnel information is correct and up to date and that all reporting obligations are met in full. Monitor all absences, produce reports as required and implement the appropriate policy as necessary.

Specific Responsibilities
Absence, Welfare & Staff Management
· Manage the college Sickness Absence process on a daily basis.
· Conduct, return to work meetings and absence meetings in line with the college policy.
· Input sickness and unpaid leave into payroll software.
· Conduct welfare meetings as required.
· Manage/advise on other college HR policies including Conduct, Capability, Staff Experiencing Difficulties & Probation.
· Approve absence requests in line with college Leave of Absence policy.
· Update all HR policies on annual basis to ensure compliance with current regulations.

Personnel
· Personnel administration – Maintaining employee records in the HR so that they are up to date and correctly reflect the staff members’ personal details, and contract information. 
· Managing the Single Central Register under the guidance of the Safeguarding Lead and liaising with the reception team over visitor access. 
· Act as a first point of contact for responses to general HR queries dealing with incoming calls, emails, post and personal enquiries. 
· Daily management of hrhelpdesk, responding to queries as appropriate 
· Completing the annual statutory workforce return to the DfE and returns to the Office of National Statistics as required. 
· Initial induction of new staff – Manage and participate in induction days and in-year induction
· Administration of maternity/paternity process – issue letters, create payment schedules

General Duties
· [bookmark: _Hlk90647876]You will be required to undertake a minimum of one fortnightly supervision duty during the students’ lunchtime break.
· You may also be required to undertake any administrative task as directed by the College Manager or additional member of SLT. At times this may sit within another Administrator’s role. This is to ensure the smooth running of the College at all times. 

Line Manager – College Manager

Person specification: 
	Attribute
	Essential
	Desirable
	Method of Assessment

	Experience
	· Experience of HR administration






	· Public related environment
· Experience in payroll and or pensions environment
	· Application form.

	Practical Skills
	· Ability to time-manage and prioritise.
· Work to targets and meet deadlines.
· Excellent computer skills for data entry, monitoring and reporting
· Good research and resourcing skills
	
	· Interview.

	Communication
	· Excellent communication skills.
· High standard of written and oral presentation
· Ability to prepare and discuss information and reports to a high degree of accuracy.
	
	· Interview

	Personal Qualities
	· Good interpersonal skills
· Ability to handle large workloads and prioritise.
· Flexible, proactive and work under pressure.
· Ability to apply discretion in sensitive issues, and maintain confidentiality at all times.
	
	· Application form.
· Interview.

	Technology / IT Skills
	· Good working knowledge of Microsoft Office.
· Ability to effectively use a variety of management information systems.

	· Knowledge of SIMS. 
	· Application form
· Training

	Education and Training
	· GCSE A-C (4 & above) or equivalent in Maths and English

	· Level 3 in Human Resources Practice

	· Application form.
· Interview.

	Equal Opportunities
	· CVCC and its staff have a statutory obligation to implement anti-discriminatory and equal opportunities when carrying out their duties.
	
	· Application form.
· Interview.
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