[image: ]



Job Description

	Job-title:  
	Human Resources Manager 

	Location:
	Trust Schools

	Hours:
	3 days a week (flexible on days), 52 weeks per year

	Grading/Salary:
	Grade 6 – Below the bar (points 29 to 32)

	Accountable  to:      
	HR Director




Oxlip Learning Partnership is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.
										
PROFESSIONAL DUTIES


All staff employed within Oxlip Learning Partnership are required to support the culture and ethos of Trust schools as directed by the Chief Executive Officer.

All staff, including the HR Manager, are expected to accept, abide by, and promote the professional expectations and procedures as outlined in the Trust and school Handbooks, and are expected to adhere to, and actively support, all Trust and school policies.

All staff must undergo a Disclosure and Barring Service check and Safeguarding Training.


CORE PURPOSE

· The HR Manager will support the HR Director in providing an effective and efficient HR service across the Trust, successfully delivering HR strategy in line with the ethos and culture of Oxlip Learning Partnership.
· The postholder will work at an operational level focusing on casework, employment practice, policy development and contribution to strategic HR Projects.


PRINCIPAL RESPONSIBILITIES AND TASKS
HR STRATEGY
· Support the HR Director in the development of a Trust People Plan, providing clear strategic direction, and developmental objectives on an annual basis and for the longer term.

EMPLOYEE RELATIONS
· Deliver solutions-focused, professional employee relations support across the Trust. 
· Use workforce data to identify risks and drive proactive interventions. 
· Provide professional HR support and advice to Principals and Senior Leadership Teams, ensuring compliance with employment law. 
· Attend on-site visits to individual schools within the Trust to support Principals, Senior Leadership and/or panels on formal and complex disciplinary, capability, grievance, sickness absence cases, hearings or appeals. 
· Maintain and develop absence recording and monitoring systems.  Utilise staff absence data to target an improvement in staff attendance, retention, engagement and performance.  Ensure absence meetings with staff are undertaken, as required.  
· Attend formal welfare and absence review meetings as required, advise the schools within the Trust on occupational health recommendations, stress risk assessments, phased returns, and reasonable adjustments. 
· Develop effective working relationships with Trade Union Representatives.

HR POLICIES AND PROCDURES

· Support the review and development of HR policies as required, ensuring they reflect current employment legislation. 
RECRUITMENT, SELECTION & RETENTION
· Develop, operate and review the recruitment, induction and training process for trust posts and ensure it is efficient and effective. Advise on appropriate recruitment and selection methodologies and ensure that job descriptions and person specifications are in place for all posts.
· Ensure that all pre-employment checks are carried out in accordance with good practice and statutory requirements.
· Support schools within the Trust with assessment and evaluation of new job roles and grading. 
· Oversee the administering of new starter procedures including DBS checks, references, health and qualification checks.
· Support the retention of teaching and support staff using effective strategies, such as the Staff Survey, and a consistent exit process across the Trust.

INDUCTION, TALENT & PERFORMANCE MANAGEMENT

· Support the HR Director in the development and implementation of a talent management programme including career pathways and succession planning, ensuring teaching and support staff have access to training and CPD opportunities. 
· Encourage, monitor, and embed a consistent performance management framework across all schools within the Trust, ensuring a process for Quality Assurance is in place. 

HR TRAINING AND DEVELOPMENT

· Support in the development and facilitation of HR training and development programmes for Principals, senior leaders, managers, and governors including delivering workshops to line management on managing absence, performance management, capability and disciplinary.
· Provide advice, support and coaching to support staff to ensure that they carry out their roles effectively and in line with best practice and employment law.




HR REPORTS, COMPLIANCE & SAFEGAURDING

· Produce, analyse and evaluate HR data in order to provide information and reports to the HR Director, SMT, Principals and the Trust Board as required. 
· Support the Trust and individual schools in maintaining the Single Central Record and staff safeguarding and pre-employment checks.

ADDITIONAL DUTIES

· Undertake the day-to-day management of the HR Administrator/s, including setting work priorities and resolving problems as required. 
· Ensure HR information is accurate, confidential and stored appropriately and in accordance with the GDPR (both electronic and manual).
· Keep up-to-date on changes, developments and best practice in HR, education and employment legislation and implement as appropriate.


NOTE:
The job description allocates duties and responsibilities but does not direct the particular amount of time to be spent on carrying them out and no part of it may be so construed. This job description is not necessarily a comprehensive definition of the post. It will be reviewed at least once a year and may be subject to modification or amendment at any time after consultation with the holder of the post.

The duties may be varied to meet the changing demands of the school at the reasonable discretion of the Chief Executive Officer. This job description does not form part of the contract of employment. It describes the way the post-holder is expected and required to perform and complete the particular duties as set out in the foregoing.

All duties will be carried out within the Trusts recognised procedures or guidelines, and may include ad hoc duties, which require some initiative.  You will make day-to-day decisions about your own workload, within a clear framework.  There will be some need to interpret information or situations and to solve straightforward problems.  There may be some need to use analytical, judgmental, creative and development skills.  You may oversee the work of others.  Problems will be referred to your line-manager, who will be available for direction and guidance.




































Person Specification

	Criteria
	Essential
	Desirable

	Experience 
	
· Experience of managing complex HR issues including TUPE, redundancies, sickness and dismissals

· Significant experience in a senior HR role, within a fast paced environment

	· Experience of working with school HR/ Payroll databases and management information systems

· Strong HR management experience within the education or public sector


	Qualifications and Training
	· GCSE’s or equivalent grade 5-9 in Maths and English

· Chartered Institute of Personnel and Development - Level 5 or equivalent experience
	· Educated to degree level or equivalent

· Chartered Institute of Personnel and Development - Level 7

	Skills
	· [bookmark: _heading=h.gjdgxs]Good knowledge of Employment Law

· Knowledge and application of HR Policies and procedures
· Competency in establishing good working relationships with a range of staff and Trustees
· Ability to quickly gain credibility with customers

· Highly skilled communicator; verbally and in writing

· Ability to develop and maintain a strong team working culture, motivating individual team members and setting high standards

· Ability to prioritise and work well under pressure to strict deadlines

· Able to demonstrate careful attention to detail and ability to check all work for accuracy and quality standards 

· Excellent ICT skills including use of Microsoft office
	· A good understanding of School Teachers’ Pay and Conditions and Support Staff terms and conditions including HR policies and procedures in schools 

· Knowledge of HR policies and procedures in schools 

· Knowledge of safeguarding regulations in education and employment

· [bookmark: page5]Knowledge of KCSIE, safeguarding and managing allegations against staff   


	Other
	
	

	Disposition and Attitude
	
· Portrays a professional and approachable demeanor in relating to all members of the Trust community
	
· Show a high level of personal integrity with proven experience of handling sensitive situations with tact and diplomacy and with complete respect for confidentiality

· An inclusive team worker who can foster partnerships, work collaboratively across boundaries, and achieve performance and results through others	

· Self-motivated and self-aware, recognising own strengths and weaknesses and committed to personal development
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