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Job Description
HR Advisor
 
	Reports to: 
	HR Manager

	Arrangement: 
	37 hours per week
52 weeks per year
Hybrid working available


	Location:
	The role will be based at Penn Hall School with frequent travel between the trust schools’ sites.
Penn Hall School – Vicarage Road, Penn, Wolverhampton WV4 5HP
Tettenhall Wood School -  Regis Rd, Wolverhampton WV6 8XF
Moreton School – Old Fallings Lane, Wolverhampton WV10 8BY
Aldersley High School – Barnhurst Lane, Codsall, WV8 1RT
Telford Park School - Grange Ave, Telford TF3 1FA


	Salary:
	Grade 6, Point 17 – 22 (£36,363 - £40,777)

	Main 
Purpose: 

	The HR Advisor provides effective HR support, advice, and guidance across all HR activities for the Trust. This includes supporting HR Manager with projects and casework, and collaborating with school-based PA/Officer Manager’s on transactional tasks.

	Main 
Activities: 

	· Deliver first-line HR advice and guidance to stakeholders, escalating complex issues to HR Manager as needed.
· Act as the first point of contact for schools, providing timely, professional, and confidential employee relations advice in line with Trust policies and employment legislation.
· Build strong, positive working relationships across the Trust, representing the HR team.
· Undertake first-line casework (absence, change management, complaints, disciplinary, grievance, capability, appeals), ensuring correct processes and timescales are followed.
· Coach line managers on employee relations issues, equipping them to handle matters in line with Trust policies and best practice.
· Attend meetings, take accurate notes, and ensure proper distribution and recording.
· Maintain the HR inbox, ensuring queries are resolved promptly.
· Support in school HR support with processes (payroll, recruitment), meeting deadlines and maintaining high service quality.
· Provide accurate monthly payroll information to the payroll provider for action. 
· Support HR Administrators with escalated transactional issues.
· Manage pre-employment checks, ensuring compliance with safeguarding requirements and a positive onboarding experience.
· Prepare contractual documentation (contracts, variation letters).
· Lead on the workforce census for the Trust.
· Assist HR Manager with management information and presentation preparation.
· Support HR projects and priorities, including project administration and maintaining action logs.
· Manage confidential information securely and in line with Trust practice.


	
	General: 
· The duties in this document are not exhaustive of responsibilities  
· The postholder is required to carry out the duties in accordance with the MAT health and safety policies 
· Ensure GDPR protocols are adhered to 
· Carrying out such other duties as are required and as are commensurate with the grade of the post.  
· Comply with policies and procedures relating to Child Protection, Health, Safety and Security, Confidentiality and Data Protection, reporting all concerns to an appropriate person 
· Be aware of, and support, difference and ensure equal opportunities for all 
· Contribute to the overall ethos and aims of the Schools’ 
· Establish constructive relationships and communicate with stakeholders 
· Attend and participate in regular meetings 
· Participate in training and other learning activities and performance development as required 
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	Criteria
	Essential
	Desirable
	Measured By

	Education & Qualifications
	GCSEs grade C or above in English and Maths (or equivalent).
CIPD Level 3 or above, or significant equivalent experience.

	CIPD Level 5 or above.
	Application Form
Certificate Check
Test

	Knowledge & Experience
	HR experience.
Ability to take accurate meeting minutes.
Experience with Microsoft Office (Outlook, Word, Excel).

	HR experience in a school environment.
Knowledge of employment law.
Experience with HR management systems.
	Application Form
Interview
Test

	Skills & Abilities
	Ability to hold difficult conversations and offer solutions.
High standard of documentation and attention to detail.
Excellent interpersonal and communication skills.
Work with minimal supervision.
Respect confidentiality.
Flexible, well-organised, able to prioritise.
Work with frequent interruptions.
Calm under pressure and tight deadlines.
Use initiative and work as part of a team.
Flexible to attend meetings.

	Proactive approach to training and development.
Ability to provide advice and influence decisions.
	Application Form
Interview
Test

	Other
	This post is exempt from the Rehabilitation of Offenders Act 1974. Enhanced DBS required prior to appointment.

	
	DBS Disclosure
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