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Job Description & Person Specification
HR Business Partner





	Job Description

	
Job Title:
	HR Business Partner

	Pay Grade / Scale / Range:
	NJC Points 33-36 (£44,075 - £47,181 per annum FTE) 

	Working hours:
	
Full-time/Full-Year


	Location:
	Initially based at Spring Brook Upper Site (Central Office) with regular travel across at sites in the New Bridge Group

	Staff responsible to:
	Head of HR

	Staff responsible for:
	HR Advisory Team



	Accountable to:
	Chief Executive Officer 

	Probationary period:
	26 working weeks (for new employees)






	Overall Purpose of the Job



To deliver high-quality operational HR support to the MAT, its schools and services, ensuring consistent and compliant people practices. The post holder will provide expert HR casework support, line manage the HR Advisory team and support delivery of people-related projects as assigned by the Head of HR.

The post holder will also mentor and coach other members of the central HR team and school-based HR colleagues. 

To be a fully effective member of the Central HR team, supporting flexibly especially at peak times.

	Key Responsibilities 



Operational HR Delivery

· Provide expert advice and guidance on people-management matters and conditions of service, including complex employee relations casework such as disciplinary, grievance, capability, attendance, change management and employment tribunals
· Support managers and leaders in interpreting and applying HR policies and procedures consistently across our MAT/Group
· Deliver training programmes to coach and develop leaders on people related matters and HR policy
· Support the Head of HR with identifying needs across the service and ensuring continuous improvements
· Ensure compliance with employment law, safeguarding requirements and education-specific HR practice
· To monitor, analyse and report on people data, including identifying key themes/trends
· Deputise for the Head of HR when required

Line Management

· Line manage the HR Advisory team, including regular supervision, performance appraisal, workload allocation and development planning alongside the Head of HR
· Ensure a high-quality, consistent and timely HR service delivery from the Advisory team, in line with our service commitments
· Coach and support all team members to build capability and consistency of practice, including coaching of school-based HR colleagues
· Provide training to members of the HR team, supporting development and best practice

Casework & Risk Management

· Undertake and have oversight of all casework, ensuring quality, legal compliance and proportionate outcomes
· Advise managers and leaders on mitigating risk in employee relations and disciplinary matters, escalating issues appropriately to Head of HR
· Keep abreast of local and national initiatives, both from a legal and regulatory perspective, that may have HR implications to ensure the service is always in line with employment law and best practice
· Liaise with external stakeholders to build strong working relationships, such as with union colleagues and professional associations, to maintain good employee relations
· Undertake job evaluations and benchmarking as required
· Provide quality assurance on advisory outputs and documentation

Policy & Compliance

· Interpret and apply existing HR policies and annual updates as required
· Support the Head of HR in reviewing and updating policies to maintain compliance with legal and regulatory requirements

Project Support

· Provide operational support for people-related projects as directed by Head of HR (e.g. wellbeing, DEIB, recruitment improvements, people data cleanses and employee engagement activities)
· Contribute to project delivery through coordination, implementation and evaluation tasks

General Duties

· Demonstrate commitment to the Trust’s values, promoting equality, diversity and inclusion in all aspects of work
· Support safeguarding by ensuring people practices are compliant with statutory and Trust standards
· Undertake continuing professional development to maintain up-to-date HR practice
· Undertake any additional duties to support the HR service including recruitment and onboarding activities at peak times


	Other Duties



This job description is not intended to be all-inclusive, and the job holder may be asked to perform 
other duties commensurate with the post as directed by the Head of HR to meet the needs of the organisation.

	 Equipment, Tools, Physical or Special Requirements



· Cross-site travel will be required.
· Adoption of professional standards of behaviour and appearance at all times in line with the organisation’s expectations and protocols
· Enhanced DBS required


	Person Specification

	Selection Criteria (Essential Criteria emboldened) 
	Assessed By

	Education, Qualifications & Training

	· CIPD Level 5 or equivalent HR qualification or substantial experience
· CIPD Level 7, or willingness to work towards
· Evidence of continuing professional development
	Application Form/Interview & Selection
Certificates / Checks

	Knowledge & Experience

	· Substantial operational HR experience, including casework (ER, disciplinary, grievance)
· Experience of advising and coaching line managers and senior staff on all HR related matters
· Experience supervising or line managing HR staff or equivalent
· Experience working in a regulated environment (education, local government or similar)
· Working knowledge of school-based terms and conditions
· Experience of working with trade unions/professional associations 
· Experience of working in, and contributing to, an effective team as well as working on own initiative 
	Application Form
Interview & Selection
Certificates / Checks

	Skills and Abilities

	· Excellent working knowledge of UK employment law and HR best practice
· Strong interpersonal skills, able to advise and influence managers at all levels
· Excellent organisational skills and ability to manage competing priorities
· Strong written and verbal communication skills, to exchange information with a range of audiences, particularly where information can be complicated or of a sensitive nature 
· High level of discretion, professionalism and sensitivity handling confidential issues
	Application Form
Interview & Selection
Certificates / Checks

	Personal Qualities 

	
· Highly organised, adaptable and proactive
· Commitment to safeguarding and promoting the welfare of children and young people.
· High professional standards, integrity and reliability.
· Calm, resilient and proactive under pressure.
· Solutions-focused and pragmatic approach.
· Collaborative team player with a positive approach to change
· Commitment to inclusion and understanding of the needs of pupils with SEND.
· Commitment to inclusive practice and the MAT’s ethos, a promoting equality and inclusion
· Strong personal integrity and confidentiality.

	
Application Form
Interview & Selection
Certificates / Checks

	Work circumstances

	
· To work flexibly as the workload demands
· To travel and work at other sites within the New Bridge Group as may be required
· Occasional out of hours working to support trust/school meetings where required

	
Application Form
Interview & Selection
Certificates / Checks
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