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JOB DESCRIPTION
HR MANAGER 


	Purpose:

	Reporting to the Business Manager and Headteacher, the HR Manager is responsible for delivering a high quality and efficient HR service. 

· The purpose of this role is to provide support for the school with recruitment, staffing analysis, performance management, absence management and all HR policies. 

· To be an exemplary leader in dealings with staff, students, parents and outside agencies with the objective of increasing the effectiveness of both individuals and teams within the school. 

· To be a leading member of the Support Staff Team and lead by example in accordance with the aims and ethos of the school.

· To have responsibility for HR issues providing effective HR advice and support to enhance strategic leadership within the school. 

All duties associated with this role require the highest standards of professionalism at all times in terms of manner, conduct and confidentiality.


	Reporting to:
	Business Manager and Headteacher

	Responsible for:
	HR Administrator 

	Liaising with:
	Headteacher, Deputies, SLMT, Governing Body, School Staff, Parents/Carers, Union Representatives, Local Authority, Trust and Business Partners.

	DBS Check
	Enhanced Level

	Working Time
	36 hours 40 minutes per week, Full Year. 

Please note that the post holder can only take annual leave during school holidays and not in term time.


	Salary
	TRS Support Staff NJC Pay Scale. Grade 7 Point 28-32 (£36,648 - £40,221)










OPERATIONAL AND STATEGIC DUTIES
· Be the first point of contact for all HR queries and people management strategies, resolving queries in a timely manner and focusing on a customer service approach
· To provide the Business Manager and Headteacher with high quality advice and guidance on HR issues, school policies and procedures
· To research and implement the HR implications arising from school, local and national initiatives at the direction of the school leadership
· To provide advice and practical support in all aspects of people management including: conditions of service; contracts of employment; employment and education legislation; disciplinary matters; grievances; attendance management; capability; change management (including redundancy as applicable); pay policy and grading
· To review and develop school systems for the effective appraisal of all staff that are consistent, in accordance with appropriate regulations, and support the strategic direction of the school
· To liaise with professional bodies and unions, attending meetings in order to help maintain good employee relations.
· To support the school’s financial management in the provision of HR data and information as required
· To develop and deliver HR management training as required with business partners and also in accordance with any agreed service level agreements with other business partners
· To lead or participate in case work with professionals as necessary. 
· To develop, implement and monitor any HR service level agreements with other agencies as determined by the school
· To deliver an effective HR service in accordance with any agreed service level agreements with business partners/clients
· To actively promote the equalities and diversity policies of the school
· To write, develop and review HR and whole school policies and procedures in liaison with the LA/Trust.
STAFFING
· To undertake professional development to maintain an up-to-date knowledge of HR issues and other Management Information Systems used by the school
· To take part in the school’s staff development programme by participating in arrangements for further training and professional development
· To work as a member of project teams where appropriate and contribute positively to effective working relations within the school
· To be responsible for providing support and advice to all staff in matters relating to conditions of service and employment
· To ensure all job descriptions are in place, maintained and are up-to-date
· To ensure that line managers are trained and competent in their responsibilities, including setting objectives, conducting interim reviews and end of year appraisals, and managing concerns about performance
· Collate information for Annual Appraisal and present this to the Headteacher
· To administer and assess Support Staff regrading applications and new post gradings
· To advise SLMT identified as Investigating Officers for disciplinary investigations
· To support and advise the Business Manager, Headteacher and Governing Body throughout the disciplinary process.
RECRUITMENT 
· To manage the administration of the recruitment systems 
· To prepare all recruitment materials following consultation with relevant staff and advertise staff vacancies 
· To co-ordinate advertising, shortlisting, draft interview questions and preparation of other recruitment tasks
· To ensure that the school meets all safeguarding requirements and excels in its good practice in the appointment and employment of staff in line with DfE guidelines
· To liaise with the Headteacher’s PA/HR Administrator to ensure all payroll decisions are notified to the Payroll provider.

ATTENDANCE MANAGEMENT 
· To maintain an absent management process in line with school policy
· To maintain accurate records of staff attendance and monitor requests for any other absence. 
· To ensure that employees and line managers are familiar with absence procedures and requirements, including certification
· To manage and coordinate return to work interviews with staff and determine phased returns and adjustments
· To undertake health and attendance reviews
· [bookmark: _GoBack]To support and advise the Business Manager and Headteacher regarding serious cases (including dismissals).


COMPLAINTS

· To act as the school’s Complaints Co-Ordinator
· To maintain the school’s complaints procedure
· To undertake investigations into complaints as required
· To support the Headteacher with response to complaints.

OTHER DUTIES

To undertake other duties within the school in line with changing circumstances as agreed with the Headteacher: - 
· To play a full part in the life of the school community, to support its distinctive mission statement and ethos and to encourage staff and students to follow this example 
· To participate in self-improvement in performance and to support and promote a culture of continuous improvement in the school
· Whilst every effort has been made to explain the main duties and responsibilities of the post, we require the post holder to be flexible and show initiative
· Employees are expected to be courteous to colleagues, lead by example and provide a welcoming environment to visitors and external stakeholders
· To maintain confidentiality and observe data protection and associated guidelines where appropriate.
· To take a proactive approach to health and safety, working with others to minimise and mitigate potential hazards and risks (including safeguarding students)
· To undertake such other duties as may be reasonably determined by the Headteacher.

	This job description is current at the date shown, but following consultation with you, may be changed by Management to reflect or anticipate changes in the job which are commensurate with the salary and job title. 

The school will endeavor 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.

	Date:  December 2023
	Head teacher:  John Cregg
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