[image: image1.png]o The Radclyffe School
P

“Working Together for Excellence”



                                                                                                                     
HR MANAGER: PERSON SPECIFICATION
	
	Essential
	How Assessed

	Qualifications & Training
	· GCSE Maths (Grade C or above) or equivalent

· GCSE English (Grade C or above) or equivalent

· Minimum Level 3 qualification (A Levels or equivalent)
· Minimum professional qualification at Level 5 CIPD (or working towards)

	Application form & Certificates 

Interview

	You should have experience of….
	· Successful recent working experience in Human Resources

· Evidence of recent experience of leading and managing teams 
· Ability to present information to a variety of audiences

· Working in a team

· Working on your own initiative

· Using Microsoft office applications – Word, Outlook, Power Point and internet access


	Application Form, Interview & References



	You must have the ability of…..
	· Knowledge and experience of managing all HR responsibilities for a large organisation
· Competent and confident user of ICT

· Expert working knowledge of current STPCD and NJC terms and conditions

· Experience of leading and managing HR caseloads

· Experience of presenting HR cases in appropriate formats to a variety of audiences

· Possess excellent organisational skills with the capacity to develop and review whole school policies and procedures

· Use and interpret data
	Interview & References

	The job also requires you to…


	· Set high standards for yourself and the school environment 

· Relate to and promote the ethos of the school

· Undertake training as required

· Have resilience, stamina, humour and an excellent attendance and punctuality record
	Interview & References




