


Sir John Hunt Community Sports College

HR Lead

	Training, Qualifications and Experience: In their application, candidates will demonstrate that they have the following training, qualifications, and experience:

	ESSENTIAL
	DESIRABLE

	· Educated to at least A-level standard (or equivalent
· Educated to at least GCSE grade C/4 standard (or equivalent) in English and Mathematics
· Experience of working in a Human Resources related environment
· CIPD Level 3/5 qualification 
· Knowledge and understanding of key HR processes e.g. recruitment, appraisals, absence management
· Working knowledge of relevant HR issues and an up-to-date understanding of HR good practice
· Experience of HR systems and databases
· Experience of managing a payroll system and some knowledge of PAYE
· Practical experience of word processing, excel, e-mail and other office electronic applications

	· Experience of working in a school or similar establishment
· Experience of school data and information systems in a school environment (SIMS/Bromcom)


	Personal and Professional Qualities and Attributes: In their statement of suitability and during the selection process, candidates will demonstrate the ability to:

	ESSENTIAL
	DESIRABLE

	· Ability to use initiative to improve process and to be creative and analytical in order to find solutions to complex HR issues
· Courteous and effective when dealing with people, able to exchange information in a tactful and diplomatic manner
· Ability to maintain confidentiality and deal sensitively with related issues/individuals with tact, diplomacy and discretion
· Ability to work quickly, methodically and accurately under pressure and act flexibly to support others and respond to unplanned situations
· Excellent verbal and written communication skills, and the ability to communicate with colleagues, students, parents and other visitors in a professional manner
· Good interpersonal skills and an ability to develop and maintain effective working relationships 
· Efficient, accurate and excellent attention to detail
· Ability to work under pressure and to strict timelines
· Excellent organisational and administrative skills
· High standard of literacy and numeracy

	

	Additional Requirements:

	ESSENTIAL
	DESIRABLE

	· Knowledge and understanding of the education sector, a desire to work in a school, and a willingness to contribute to various aspects of school life
· Desire to enhance and develop skills and knowledge through CPD
· Demonstrate a commitment to safeguarding and promoting the welfare and development of young people and help demonstrate a positive attitude to helping them achieve their potential
· Recognition of the importance of personal responsibility for Health and Safety
· Commitment to the school’s ethos, aims and its whole community
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