	Job Title
	Cover and HR Manager  

	Department
	N/A

	Prepared by and date
	E Harrison - June 2021
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Employee Specification Form 

	Factors
	Personal Attributes
	Stage

Identified

	Qualifications
	Essential

· GCSE 9-4/A*- C (or equivalent) in English and Maths.
Desirable
· Administrative qualification/Word Processing qualification.
· Further or higher education qualifications relevant to the field.

	Application

	Experience
	Essential
· 
Evidence of working in a school environment.
· 
Experience of using SIMS.
Desirable
· 
Experience of making contact and dealing with external agencies.
· 
Experience of using SIMS Cover.

	Application/

References/

Interview

	Knowledge and Skills
	Essential
· A good working knowledge of Microsoft applications, including Outlook, Excel and Word and the ability to adapt to bespoke systems.
· Working knowledge and experience of relevant HR issues and recruitment. 
· Ability to develop good working knowledge of HR policies and practice and school systems.
· Ability to effectively maintain records and systems.
· Ability to establish and develop appropriate relationships with staff, parents/legal guardians and other agencies.
· Ability to work with minimal supervision and to act on own initiative.
· An approachable, pleasant, and helpful telephone and face to face manner.
· An understanding of GDPR.
Desirable
· An understanding of employment law.

	Application/

References/

Interview

	Personal Qualities
	Essential

· Commitment to the safeguarding of children and young people.
· Ability to analyse complex problems and provide empathy, when needed. 
· Ability to make realistic and workable judgements.
· Ability to make decisions and give advice independently.
· Ability to work under pressure and determination to succeed.
· An ability to work as part of a team.
· Commitment to improvement and professional development.

· Patience, resilience and a sense of humour.

	Application/

References/

Interview


Hilbre High School committed to safeguarding and promoting the welfare of children and young

people and expects all staff to share this commitment.

