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[bookmark: _Hlk56424693]JOB DESCRIPTION
Job Title:		Head of HR
Salary Grade:		Grade Q Points 36 – 38, equivalent to £49,498 - £51,515
Hours/Weeks		37 hours per week for 52.142 weeks per year
Location:		Any school sites associated with the Trust
Line Manager	:	Chief Executive Officer
Tenure:	Permanent 


CORE PURPOSE:
This post works with the CEO and school leaders to deliver an effective HR strategy that values employees of KMAT and offers a positive working environment, that fosters care for the individuals, be they staff and students, creating a positive impact and outcomes for students and our communities. 
The Head of HR will contribute fully as a member of the Trust Leadership Team to the development of the Trust’s strategy across all areas of the human resources business, bringing a holistic viewpoint to ensure consistent HR practice across the current and future schools within KMAT as it grows. The post holder upholds the 7 Nolan Principles of Public Life and is committed to the KMAT mission of ‘Aspiring to Excellence through Quality, Ambition and Independence’. 

ACCOUNTABILITIES:
The post holder will lead, manage and drive consistent HR services across all academies of the Kenilworth Multi Academy Trust, and is accountable to the CEO of the Trust.  

PRINCIPLE RESPONSIBILITIES:
Delivery (HR) – To act as the HR lead professional for the Trust and the academies within it ensuring that all policies and procedures are implemented consistently across the academies, reflecting the ethos and vision for KMAT.
· To lead and develop the delivery of the HR services for the Trust and the academies within it, including the strategic management of people in consultation with the CEO.  
· To lead and manage the development plan for the HR service and keep this plan up to date and relevant to the needs of the Trust. 
· To lead and line manage an HR team which will increase in size as the Trust grows.  In the first instance, this will include responsibility and accountability for the recruitment, deployment and talent development of the team, including HR lead professionals for each school. 
· To oversee the process for effective line management of support staff in academies and report to CEO as their line manager.
· To advise line managers, as appropriate, on carrying out effective performance management of support staff in academies within KMAT in line with strategic vision and business objectives.
· To support the CEO in developing the HR offer as part of the marketing strategy for academies aspiring to join the Trust. 
· To supervise and oversee the Trust payroll. Supervising the HR and Payroll team for payroll inputting and reporting.
· To liaise, as and when appropriate, with the finance team/CFO to ensure that payroll information is up to date and reliable for staff budgets and financial forecasts.  
· To lead and manage the development of and delivery of policy and procedural compliance related to the service.  This will include researching, drafting and training/briefing staff across the Trust to embed policy into practice.  
· To lead and manage the delivery of the HR services including legal and regulatory compliance and reporting. These include, for example, Gender Pay Gap Report, Apprenticeship Report, IR35 Register, Pension, HMRC, Employment Contracts, Single Central Record for KMAT schools.
· To provide professional, efficient, confidential advice and support to the Trust and academy leaders in areas such as disciplinary matters, grievance, absence management, restructuring, redundancies, maternity and paternity and change management that comply with HR policies and procedure. 
· To lead, manage and review the internal suite of HR policies.  This will include presentation, alongside the CEO to KMAT Board of Trustees.
· To provide training and briefing to a range of staff on HR policies and updates as required.
· To provide briefing, advice and support to governors and trustees as required to fulfil their roles, where appropriate, within the KMAT Scheme of Delegation.  This will include advice on disciplinary cases, grievances and dismissals. 
· To lead, manage and evaluate internal and external surveys or audit in respect of HR and delivering relevant actions.
· To provide professional support to Headteachers in relation to HR matters.
· To work closely with HR legal advisors and insurers for high quality legal assurance and advice.
· To establish and manage contracts in relation to HR, eg Occupational Health and Employee Assistance Programme and any other contracts as appropriate.
· To supervise recruitment practices undertaken by HR leads in each academy, including advertising, collation of information, selection in line with best practice, advising on interviewing procedures, requesting references, updating all DBS checks.  Where there is no HR lead in any KMAT academies, this work will be carried out by the Head of Human Resources for the Trust.
· To ensure that exit interviews are carried out in the academies and carry these out for the Senior Leadership Team in each academy.
· To work with employee assistance, occupational health and evaluation of such services.  These include contract renewal and evaluation of services. 
· To discharge all safeguarding, GDPR, risk assessments for employees as appropriate and ensure appropriate records are kept for all aspects of the service.
· To develop and maintain effective management systems and processes for all HR functions, ensuring consistency in the use of MIS across academies in this regard.
· To analyse trends in recruitment, retention and absence levels and provide CEO with information to enhance strategic planning in HR strategies and HR updates/reports as required for Trustees and Governors as required. 
· To advise the CEO on the development of appropriate recruitment and retention strategies for the Trust to ensure that employees are valued and to mitigate any risks of equal pay claims or litigation.
· To ensure that key staff and governors/trustees are appropriately trained in safer recruitment.
· To advise the CEO on one-off personnel matters, eg staffing restructures.
· To attend meetings of the HR and Remuneration Committee of the Trust, and Board meetings as and when appropriate. 

CORPORATE RESPONSIBILITIES:
· To ensure that the responsibilities of the role are carried out in a way that reflects the vision and values of the Trust.
· To comply with all reasonable management requests.

OTHER:
· Working in collaboration with the Trust Central Team and all Trust staff as appropriate.
· Covering for absent colleagues and undertaking other duties commensurate with the grade.
· Willingness to travel to any Academy within the Trust as required.
· Maintaining knowledge and skills in appropriate technology and undertake any training as necessary.
· Safeguarding and promoting the welfare of children of whom you come into contact with.


SUPPORTING THE WORK OF THE MULTI ACADEMY TRUST
As part of the Kenilworth Multi Academy Trust the Head of HR will be expected to develop and maintain strong, positive relationships with colleagues in the Trust, and within the family of Trust academies.


SAFEGUARDING CHILDREN AND SAFER RECRUITMENT
This Trust is committed to safeguarding and promoting the welfare of children and young people as required under the Education Act 2002 and expects all staff and volunteers to share this commitment. The post is subject to enhanced DBS disclosure, prohibition and disqualification checks.


ADDITIONAL DETAILS
Whilst every effort has been made to explain the main duties and responsibilities for the post, each individual task undertaken may not be identified. Staff will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description. This job description will be reviewed annually and the trust reserves the right to alter the content of this job description, after consultation with the post-holder, to reflect changes to the job or services provided, without altering the general character or level of responsibility.

Signed …………………………………………………..Date…..……….…..…………………….. 
(Post-holder)
Signed……………………………………………………Date……………..………………
(Line Manager) 








PERSON SPECIFICATION
	Qualifications, Education and Training 
	ESSENTIAL / DESIRABLE

	Professional HR qualification (preferably CIPD Level 7)
	E

	Experience 
	

	The post holder must have experience in HR and some experience of financial processes
	E

	Experience of HR in the education sector
	D

	Experience driving through organisational change
	E

	Experience of developing effective administrative systems and procedures
	E

	Experience of completing bids and applications to raise extra funding
	D

	Experience of forming business partnerships
	D

	Knowledge and understanding  
	

	A good understanding of the principles underpinning effective performance management
	E

	An understanding of, and commitment to, the Trust’s vision and HR policies
	E

	Good knowledge of effective IT administration systems 
	E

	Good knowledge of compliance and regulations in Academies
	E

	A clear understanding of the standards expected of a high quality, professional environment for learning
	D

	Sound knowledge of policy and practice regarding Safeguarding and Safer Recruitment 
	E

	Good knowledge of what constitutes “best value” and the ability to translate this into all aspects of the job description
	D

	Personal Qualities/Attributes 
	

	Ability to manage people effectively by conducting regular meetings, setting targets for performance, delegating tasks appropriately, and monitoring the quality of delivery and outcomes
	E

	Ability to manage own workload and demonstrate sophisticated organisational skills
	E

	Ability to take a problem solving approach to work and tasks and come up with well thought through, valid and financially sound solutions
	E

	Ability to be flexible and able to respond to the unexpected in a calm and reassuring manner
	E

	Ability to use computer systems, including typical office programmes as well as financial specific software (the Trust is moving to Access Accounts for Academies)
	D

	Ability to communicate effectively, both verbally and in writing
	E

	Ability to maintain strict confidentiality in all matters
	E

	Willingness to keep up to date on relevant policy and procedures in line with the duties identified in the job description and any further educational  / Trust developments
	E

	Ability to draw upon inter-personal skills to build effective business partnerships
	E

	Additional
	

	To have the ability to understand issues affecting the academic success of students
	E

	Relate well to colleagues and be able to establish and maintain good working relationships quickly in sometimes difficult contexts.
	E

	Have a positive attitude 
	E
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