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Recruitment Information Pack

HR Manager
David Nieper Academy

Grange Street, Alfreton, Derbyshire, DE55 7JA

T: 01773 832331

November 2022
Dear Applicant

Thank you for showing an interest in the post of HR Manager at the David Nieper Academy. 

Our Academy is sponsored by the David Nieper Education Trust, together with local employer partners, who are highly committed in supporting the development and achievements of our students. With an innovative approach to teaching, hands-on learning and brand-new purpose-built facilities, which opened in February 2017, we believe that this is a truly exciting time to join the academy. We are a growing academy now of 780 students 11-18 and will soon be at our full capacity of 850 students 11-18. Our September 2022 Ofsted Inspection graded the academy as ‘Good in all areas’, a fantastic improvement from the ‘inadequate’ Ofsted rating when we took over the academy - and we endeavour to build on this as we grow and develop further. We are currently the only academy within the Trust but our plans are to grow in the near future.
Our aim is to raise standards, expectations, inspire excellence and to encourage students to achieve their full potential.  We will help them develop confidence and key lifelong learning skills and to obtain the qualifications required as they look to future careers and explore the many opportunities in further education, apprenticeships, university and beyond. 

The David Nieper Academy has a clear distinctive character due to the integrated involvement of its prestigious business partners. High profile local businesses, most being either international or national household names such as Denby Pottery, Owen Taylor & Sons Ltd, Bowmer & Kirkland, Places for People, Equip UK alongside David Nieper Ltd, are committed to bringing the world of work and 21st Century employment practices into every classroom. Practical contextual applied learning has been proven to assist all students in retaining and understanding more fully the concepts and principles taught in the classroom. We are looking for a candidate who will embrace this approach and ensure that David Nieper Academy is adopting this approach through its world class learning pedagogies.

If you like the sound of the academy and Trust and are keen to be instrumental in its future success, then we would like to hear from you and look forward to receiving your application by 9.00am Monday 28th November 2022.                      

If you have any queries please contact Mrs Maria Barnes, HR Assistant, via email at mbarnes@davidnieper.academy 

Yours faithfully 
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Dr Kathryn Hobbs

Headteacher
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David Nieper Education Trust

HR Manager
David Nieper Academy, Grange Street, Alfreton, Derbyshire, DE55 7JA

Age Range – 11-18

37 Hours per week / 40 Weeks per year 
(Term-time only plus 2 weeks)

Responsible to Headteacher
Start: January 2023
Salary: Grade 10 (£31,109 - £34,314 FTE) dependent upon experience 

A higher salary may be available for a suitable candidate with a high level of experience and qualifications 
pro-rated to 40 weeks

Could you manage a busy HR function supporting the growth of our academy and Trust and be the first point of contact for the provision of a range of HR guidance to staff and managers, ensuring strong employee relations and striving for best practice? 

The Governing Body is seeking to appoint a HR Manager to support the work of the Headteacher to ensure sound HR operations of the academy and manage the HR function. You would be responsible for managing and developing a proactive and effective HR service. Your guidance will lead on operational casework, whilst ensuring adherence to policy and consistent support for all employees. A commitment to staff welfare and promoting David Nieper Academy and David Nieper Education Trust core values are at the heart of this role.
The successful candidate must be able to function well as part of a team, have excellent communication, interpersonal and IT skills along with a ‘can-do’ attitude.  They will need to be highly organised and have the ability to work under pressure and to deadlines, showing initiative and acting proactively when required.
The Governing Body is committed to the safeguarding of children and young people, so all staff appointments are subject to employment checks and a satisfactory enhanced DBS check.
Candidates should indicate an acceptance of, and a commitment to, the Academy’s policies in relation to equality and safeguarding and promoting the welfare of children.

It is an offence to apply for this role if an applicant is barred from engaging in regulated activity relevant to children. 

Please follow the below link to view the David Nieper Education Trust Safeguarding/Child Protection Policy  https://davidnieper.academy/about-us/academy-policies/ 

How to Apply 

To apply please complete and return an application form along with your covering letter, clearly demonstrating your suitability for this post. CV’s will not be accepted. Send via email for the attention of the HR Assistant, Mrs Maria Barnes, mbarnes@davidnieper.academy 
Closing date for applications: 9.00am Monday 28th November 2022.
Interviews are likely to be Friday 2nd December 2022, however this is subject to change.
If you have not heard from us within 2 weeks of the closing date, please assume that unfortunately, on this occasion, your application has not been successful. 
Person Specification for HR Manager
Purpose

· To provide a full HR service to all Trust employees, including being the first point of call for the provision of HR guidance to staff and managers, ensuring strong employee relations and striving for best practice.
· To manage the HR function within the Academy and Trust.

Principal duties

· To ensure the Academy and Trust meets statutory employment and equality obligations and regulations.

· To be the first point of contact for managers and staff for all employee relation issues, providing initial advice and guidance and liaising with external HR advisors as required. 

· To support Managers in dealing with staff disciplinary and grievance issues

· Responsibility for providing HR advice to the Trust and its employees, escalating to the external HR provider for any complex or specialised advice.

· To case manage all employee relation issues (e.g. capability, disciplinary, grievance, restructures etc.), ensuring fairness, legality and independence at each stage, working with the external HR advisors where necessary.

· Provide a HR Support service on a range of HR issues such as Recruitment and Selection, HR Planning, Probation, Contracts of Employment and related payroll documentation.

· Work alongside managers to ensure that sickness absence is effectively managed, and employees supported, including assisting with Occupational Health referrals.

· To advise on and monitor the performance management cycle for all staff and ensure that all training needs of staff are adequately identified, and a programme agreed to meet the needs as appropriate within the operational requirements of the academy. Manage staff training records, ensuring records are in place and kept up to date.
· To lead on and provide support for the recruitment, selection and appointment process in the academy, including preparing job outlines/person specifications, associated documentation/letters and arranging and supporting the interviews.

· Undertake a general induction for all new staff in the Trust and liaise with the Senior Leadership Team and line managers to organise job specific induction.

· Responsible for keeping staff records (both electronic and manual) up to date.

· Responsible for maintaining accurate management information regarding case workload and absence.

· Produce HR reports for the SLT, Trustees and Governing Board.


· Undertake special projects as required, investigating employment related matters, presenting findings to the Headteacher and Governing Body as and when required.

· Keep up to date with legislation, national terms and conditions and statutory requirements and local agreements, reviewing policies and procedures, templates and protocols as appropriate.

· Lead on preparation and submission of annual School Workforce Census data.

· Work with the finance team and payroll as required to ensure accurate pay for all employees, including overseeing the administration of annual pay awards. 
· Ensure that all necessary information is recorded on the SCR and kept up to date, including staff, governors, trustees, frequent visitors to academy, invigilators, sports coaches, contractors and peripatetic music teachers etc, to ensure the safeguarding of our pupils.
· Run reports in relation to the SCR and ensuring checks take place with Safeguarding Governor and Headteacher 

· Process and record DBS applications in strict accordance with latest guidance

Other
· Organise and complete Risk Assessment as required
· Arrange for medical Risk Assessments as notified or prompted by events

· Undertake training as directed (eg. Child Protection, Prevent, GDPR, Child on Child abuse)

· To perform other reasonable duties as required by the Headteacher

Benefits

· Ongoing training, support and mentoring will be provided

· Free access to BUPA Employee Assistance Programme

· Free onsite Parking

· Generous discount at the David Nieper Ltd factory shop 
Job Criteria
Relevant experience 
Essential
Operational HR Management experience covering a full range of employee relation issues for example matters of sickness absence capability, performance, disciplinary and grievance
· Strong HR administrate experience 

· Experience of recruitment, selection and appointment processes, procedures, and administration

· Experience of the development and implementation of HR policies

Desirable

· School Human Resources generalist experience

· Experience of effective working with trade unions

Qualifications
Essential
· Good standard of education (Level 3 or equivalent)

· CIPD qualified to a minimum of Level 3 and willing to continue to train to Level 5
· Evidence of ongoing CPD

Desirable
· Evidence of ongoing professional development to CIPD Level 5
· Further education qualification in HRM

· Experience in preparing payroll data
Skills and abilities

Essential

· Excellent communication skills and time management, ability to negotiate competing demands and work to tight timescales

· Good attention to detail and keen eye for accuracy/completeness of tasks
· Ability to successfully work as a team member with a variety of stakeholders, with a flexible approach
· Problem solving skills

· Creative and solution/ results orientated

· Proven ability to analyse workforce information/data and make plans accordingly

· Strong IT skills (including experience of using all Microsoft applications)

Knowledge & Experience
Essential
· Up to date knowledge of employment legislation and case law and its application 

· Ability to analyse workforce information/data and make plans accordingly

· A knowledge and commitment to safeguarding and promoting the welfare of children and young people

Desirable

· Working knowledge of national terms and conditions and their local application in schools

· Working knowledge of School Teachers’ Pay and Conditions Document

· Working knowledge of “Keeping Children Safe in Education”

· Use of SIMS

Personal Qualities

· Ability to promote a positive image of the Academy/Trust as an excellent employer 

· Ability to work independently and to use own initiative 
· Ability to be flexible and adapt to changing work loads

· Ability to build strong effective professional relationships with colleagues

· Self-motivated and ability to motivate others and work as part of the wider team
Method of Application

1. We will only accept applications on the David Nieper Academy application form.  Curriculum Vitae will not be accepted.

2. The statement in your application should focus on:

· Candidate’s previous experience which will help in successfully undertaking the role 

· Personal skills to benefit the learning by students at the David Nieper Academy.

3. 
For any queries or if you would like to visit, please email mbarnes@davidnieper.academy
4. Completed application forms to be returned via email for the attention of Mrs Maria Barnes, HR Assistant, at mbarnes@davidnieper.academy 
5.     
The academy operates a NO SMOKING policy on site.

6.  
Interviews - Candidates invited to interview will:

(a) Have the opportunity to tour the academy
(b) Complete an In-tray exercise

(c) Complete HR related tasks

(d) Have a formal individual interview with the selection panel. 

An enhanced DBS check is required for all successful candidates that are offered a position within our Academy. If you are successful at the interview stage and you have accepted our offer of employment, then a DBS check will be started. If you subsequently withdraw from the position after accepting our employment offer, then you may be required to pay for the DBS check charge.

K. Hobbs 

November 2022
