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Vacancy Information Booklet
HR Manager
37 hours per week, 42 weeks per year
To commence as soon as possible. 
Grade 9 (24-27) Actual salary £36,540 - £40,894 (FTE £39,152 - £42,839)  
Queen Elizabeth’s High School is entirely committed to safeguarding and promoting the well-being of all of its students. Each student’s welfare is of paramount importance. Successful candidates are therefore required to reveal information concerning all convictions and offers of employment will be subject to an enhanced background check by the Disclosure and Barring Service (DBS).

Closing Date: 08.00am on Friday 9 October 2026
Interviews to be held week commencing 19 October 2026
The school reserves the right to end the recruitment process early in response to applications received.
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School Vision

At Queen Elizabeth’s High School, we aim to offer an outstanding education and to be the destination of choice for academic excellence. This is achieved by providing an environment in which students are academically challenged, well cared for, and are afforded access to a broad range of fulfilling and enriching co-curricular activities.
[bookmark: _heading=h.bqryy0gcvuc0]
School Motto and Values
Tradition Achievement Opportunity
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At Queen Elizabeth's High School we aim for high standards in all we do.
· We strive to fulfil the potential of each student.  
· We aim to achieve this through a carefully planned, broad education in which enthusiastic teachers use a variety of teaching styles in activities inside and outside the classroom.  
· We aim to maintain a friendly and caring atmosphere in which students and staff share a mutual respect.  
· When they leave Queen Elizabeth's High School we want students to be well-balanced adults, inspired to continue their learning and able to contribute positively to society.  
· Queen Elizabeth’s High School is committed to the highest possible standards of child protection.

The selection criteria for student admission to QEHS in Years 7-11 benefits children of staff who have worked at our school for more than two years, or who are recruited to fill certain key posts. See the full Admissions Policy on our school website (www.qehs.lincs.sch.uk).

What Ofsted said…….
In December 2023, the school was inspected by Ofsted. QEHS has been graded as ‘Good’ in all five of the inspection categories: The Quality of Education, Behaviour & Attitudes, Personal Development, Leadership & Management, and Sixth Form Provision. Therefore, the overall effectiveness of the school is a strong ‘Good’.

The inspection team rightly noted that QEHS is a school where expectations around what students can achieve are high, and that students thrive on this challenge and are successful in their academic studies. Just as importantly, it is recorded that students ‘…get on well together and enjoy each other’s company’ and that interactions with their teachers are similarly positive and productive. Above all, students attending QEHS were seen to be benefitting from an ambitious curriculum and ‘…a rich educational experience’ that serves to develop their confidence, character and to broaden horizons.
Following on from two consecutive years of outstanding examination results and a top ten regional placing in The Sunday Times Parent Power Survey, the findings of this Ofsted inspection serve to demonstrate just how amazing the students of QEHS truly are and the extent to which they thrive and blossom by committing wholeheartedly to the utterly unique Queenies offer.

The QEHS Learner Standards
We are committed to working together as a school to ensure that students enjoy and achieve in all of their endeavours. Learning is at the heart of our thinking as a community and we encourage students to grasp opportunities in order to broaden their knowledge, skills and understanding. To support this, we have developed the QEHS Learner Standards. These standards set out to identify three key areas of focus for learning and are used as a framework for all that we do.

The Learner Standards are as follows:
[image: ]
1. Behaviour for Learning                                                                         
2. Learning to Learn
3. Leadership for Learning      
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The Vacancy
We are seeking an exceptional HR Manager to lead, manage, and evolve our Human Resources function. Serving a vibrant community of approximately 1200 students and a dedicated workforce, you will ensure the delivery of an efficient, compliant, and strategic HR service.

In this vital role, you will work in close partnership with the Headteacher, Leadership Team (LT) and the Local Authority (LA) to uphold school policies, statutory education guidance, and employment legislation. Reporting directly to the Assistant Headteacher (Teaching and Learning & Operations), you will champion operational excellence and foster a supportive working environment for our staff.

We are looking for an organised multi-tasker with excellent IT, analytical, and communication skills. While not strictly essential, the ideal candidate will bring:

· Education Sector Expertise: Proven experience managing HR operations within a school or educational setting.
· Compliance Knowledge: Hands-on experience maintaining and auditing the Single Central Record (SCR) to rigorous safeguarding standards.
· Framework Familiarity: Working knowledge of Local Authority frameworks, specifically the Burgundy Book (Teachers) and Green Book (Support Staff) conditions.
· Contractual Expertise: Deep knowledge and practical experience in drafting, managing, and updating complex staff contracts within education or local government frameworks.
· End-to-End Payroll: Proven experience in payroll processing, salary calculations, and resolving complex payroll and pension queries.
· Employee Relations: Experience coordinating complex case management (disciplinary, grievance, and absence) within a unionised environment.
· Technical Proficiency: Advanced skills in Microsoft Office and specialised HR/school database systems.

	MAIN DUTIES:  

	HR Manager:

	1.
	Oversee the HR function of the school ensuring extremely high-quality provision in this area supported by the HR Administrator.	

	2.
	Undertake routine checks of the SCR in conjunction with the DHT/DSL and HR Administrator.

	3.
	Review and accurately apply the school’s pay and conditions document.

	4.
	Ensure contractual information is accurate and changes are processed and documented accordingly.

	5.
	Monitor the recruitment procedure to ensure safer recruitment and the school’s Recruitment Policy is adhered to having undertaken Safer Recruitment training.

	6.
	Develop accurate and appropriate job descriptions in conjunction with line managers and support in the review of those for current staff members annually as part of the performance development process.

	7.
	Be responsible for all matters relating to payroll, including: His Majesty’s Revenue and Customs queries, National Insurance, benefits in lieu of pay (travel, loans etc.), Give as You Earn Scheme, and to ensure that appropriate controls are in place and robust checks are made in relation to the monthly payroll. Check and approve monthly payroll.	

	8.
	Develop and maintain strong lines of communication with the relevant LA HR contacts and seek advice where appropriate.

	9.
	Ensure staff absence is well managed, records are maintained, absence review meetings are held and Occupational Health referrals are made accordingly.

	10.
	Manage the school’s absence insurance policy and administration, ensuring staff lists are accurate, claims and evidence are submitted and reimbursements received.

	11.
	Cover any aspects of HR administration as required in the absence of the HR Administrator.

	12.
	Ensure accurate pension payments are made monthly and complete monthly AVC returns.

	13.
	Provide pension companies with leavers’ notifications and other required returns.	

	14.
	Provide cost analyses and options analyses relating to the staffing structure as required for the Leadership Team.

	15.
	Conduct formal absence review meetings and exit interviews.

	16.
	Maintain regular contact with those who are absent through long term absence. establish where necessary any reasonable adjustments and phased return to work programmes.

	17.
	Lead Support staff probationary meetings, invite line managers to attend. Maintain accurate records of all meetings.

	18.
	Coordinate and support investigations, grievances and disciplinary matters in conjunction with the Headteacher.

	19.
	Process performance related pay progression and ensure confirmation is sent to all colleagues.

	20.
	Organise and complete risk assessments for Volunteers and Governors.	

	21.
	Ensure compliance and be actively involved in the development of HR policies. Liaise with the Headteacher regarding proposed changes and updates provided by LCC and/or external HR provider.

	22.
	Complete Workforce census with support from HR Administrator, sharing the report with the Headteacher for review and approve prior to submission.

	23.
	Ensure staff sickness absence is managed and monitored, with staff being appropriately supported. Undertake routine return to work meetings following staff sickness absence and escalate to formal review meetings, including line managers, when trigger points have been breached. Ensure all absences are recorded on the HR portal. Conduct exit interviews.

	24.
	Contact all staff absent through sickness towards the end of their first week of absence. Advise on fit note requirements, cover requirements and make arrangements for weekly contact.

	25.
	Maintain regular contact with those who are absent long term through sickness. Where appropriate, and in liaison with line mangers and the Assistant Headteacher and Headteacher, support arrangements for reasonable adjustment and phased return to work programmes. 

	26.
	Manage OH referrals and share reports and progress with the Assistant Headteacher and Headteacher as appropriate. Liaise with Health & Safety/ Medical Needs leads where risk assessments are required.

	27.
	Ensure staff personal absence and holiday entitlement requests are processed accordingly, consistently and fairly. Ensure all are recorded and monitored. Advise line managers and members of staff when discretionary limits are approaching and have been reached, and of any other causes for concern.

	28.
	Ensure the Headteacher, Assistant Headteacher and line managers are kept informed about staff issues raised as appropriate, including grievances and conduct issues. 

	29.
	Ensure pre-and post-maternity and paternity requirements are fulfilled, as well as paternity and shared parental leave requests. Request and provide documentation as required. Undertake maternity risk assessments and liaise with Health & Safety leads/Heads of Department to arrange any required workplace adjustments. 

	30.
	Manage the recruitment process, ensuring compliance with safer recruitment procedures. Support line managers in the development of suitable interview questions, job descriptions and person specifications and maintain a database of all current documents.  Coordinate advertisement of vacancies, collation and sharing of applications, provision and completion of shortlisting matrices and development of the interview schedule. Notify candidates of the outcome where appropriate and ensure all required documentation is in place for the successful candidate before agreeing a start date.

	31.
	Manage DBS applications and authentication, section 128 checks, ID checks, online checks. 

	32.
	Maintain the Single Central Record.

	32.
	Coordinate staff induction schedules and exit interviews. Make the Headteacher and Assistant Headteacher aware of any areas of concern.

	34.
	Maintain in-house personnel records. Ensure staff receive written confirmation or notification of meetings, outcomes and contractual changes as required.

	35.
	Create contracts for all new members of staff, ensuring pay and conditions are correct.

	36.
	Ensure the Headteacher is aware of required contractual changes.

	37.
	Liaise with the school’s nominated LCC HR Advisor as required in order to gain advice and ensure compliance.

	38.
	Maintain staff CPD and performance development records.

	39.
	Input all new staff data into the school’s MIS and the payroll provider.

	40.
	Support the management of performance related pay progression and ensure written confirmation is sent to colleagues as appropriate. 

	41.
	Initiate and record new starter medical assessments.

	42.
	Provide reports and analysis on request for the Headteacher and Governors’ Welfare and Resources Committees.  

	General:

	1
	Ensure efficient and effective customer service to students, staff, parents and outside agencies.

	2
	Evaluate and improve own practice, which may lead to improvements in the day-to-day running of the school and to take responsibility for personal professional development.

	3
	The postholder will be expected to be flexible in undertaking duties and responsibilities attached to their post and may be asked to perform other duties, which reasonably correspond to the general character of the post and are commensurate with its level of responsibility.



	PERSON SPECIFICATION:

	
	Requirements
	Where identified*
	Essential
	Desirable

	Excellent communication; both oral and written and excellent interpersonal skills.
	A, I
	
	 

	Ability to manage varying situations with understanding, empathy but also challenge and authority as appropriate.
	A, I
	
	

	Able to think independently and be self-motivated.
	A, I
	
	

	Proven experience of report writing.
	A, I
	
	

	Strong interpersonal skills.
	A, I
	
	

	Excellent IT skills.
	A, I
	
	 

	Experience of writing reports and/or policies. Development of work schedules.
	A, I, T
	
	

	Ability to work within clearly defined policies and procedures, leading by example, and ensure team members do the same.
	A, I
	
	

	Experience managing a team.
	A, I
	
	

	Excellent team working skills and the ability to contribute to effective strategic and operational decision making.
	A, I
	
	

	Proven ability to liaise with statutory agencies.
	A, I
	
	

	Excellent time management skills.
	A, I
	
	

	Knowledge of management systems for all relevant HR and payroll functions.
	A, I
	
	

	Strong commitment to high standards of service delivery and customer care.
	A, I
	
	

	Ability to set targets, motivate and inspire others to achieve targets.
	A, I
	
	 

	Ability to prioritise responsibilities under pressure and to be self-motivating.
	A, I
	
	 

	Pro-active and able to identify improvements in HR function within the school.
	A, I
	
	 

	Attention to detail.
	A, I
	
	 

	Personal integrity and confidentiality.
	A, I
	
	

	Experience of interviewing and appointing candidates. 
	A, I
	
	

	Experience within a HR function.
	A, I
	
	

	Experience of providing advice on HR to managers.
	A, I
	
	

	Knowledge and experience of payroll processing and managing staff contracts.
	A, I
	· 
	

	A HR qualification or willingness to work towards one.
	A
	
	

	Experience working in an educational establishment.
	A, T, I
	
	

	5 GCSEs grades A-C including English and Maths.
	A
	
	 



*A = Application form           T = Test/Assessment       I = Interview      P = Presentation

	GENERAL
The postholder is required to take personal responsibility for contributing to organisational transformation and changes in ways of working, maximising the benefits and efficiencies for both internal and external customers, including the promotion and use of self–service to achieve maximum cost effectiveness.
The postholder is expected to work to the Lincolnshire County Council Core Values and Behaviours and to carry out the duties in accordance with Lincolnshire County Council policies. 


	Other Duties - The duties and responsibilities in this job description are not exhaustive. The post holder may be required to undertake other duties within the general scope of the post. Any such duties should not substantially change the general character of the post. Duties and responsibilities outside of the general scope of this grade of post will be with the consent of the post holder.


	Safeguarding -. All employees need to be aware of the possible abuse of children and vulnerable adults and if you are concerned you need to follow the Lincolnshire County Council Safeguarding Policy. In addition employees working with children and vulnerable adults have a responsibility to safeguard and promote the welfare of children and vulnerable adults during the course of their work. 





HOW TO APPLY
We believe that QEHS is a great place to work. Please read the information in this booklet, the relevant job description and have a look at our website. Should you wish to apply, application details are available on our school website (www.qehs.lincs.sch.uk) or by emailing a request to recruitment@qehs.lincs.sch.uk.
 
A letter of application is required to accompany the formal application form. This letter must be limited to two sides of A4 paper and is an opportunity for you to explain how you believe your own experience equips you for the post and for you to outline how you would approach this role at QEHS.

You are also welcome to telephone 01427 612354 if you have any questions about the post / and or you would like to arrange a visit to the school.

Completed applications should be submitted by email to recruitment@qehs.lincs.sch.uk by 08.00am on Friday 9 October 2026. We will contact your referees for a reference before the interviews and, for shortlisted candidates, the references will be taken into account in deliberations at the conclusion of the final panel interviews. Interviews will be held on week commencing Monday 19 October 2026.

Candidates are required to bring to interview evidence of all relevant qualifications listed on their application as well as certificates for A Level, degree, teaching and other qualifications acquired. Please also bring proof of identity, including at least one item of government issued photographic evidence (current passport or new style UK driving license). A list will be provided detailing which documents can support your application. Please be aware that at least one document should include your National Insurance number. Candidates will also be provided with a self-disclosure form. This will allow them the opportunity to disclose and fully explain any information with regard to disciplinary sanctions, and/or anything they are concerned might appear on their DBS, etc.

Queen Elizabeth’s High School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. The successful candidate will be subject to an enhanced DBS check.  

Queen Elizabeth’s High School is committed to equal opportunities and staff development. We aim to ensure that no job applicant or employee receives less favourable treatment because of race, colour or nationality, gender, marital status, religion, disablement or criminal record. Members of staff are expected to set a good example in their appearance and smart office dress is a good guide for all staff.  

QEHS and Lincolnshire Children Services are committed to 
the highest standards of child protection and staff development.
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Morton Terrace ∙ Gainsborough ∙ Lincs DN21 2ST ∙ Tel (01427) 612354
Website: www.qehs.lincs.sch.uk Email: office@qehs.lincs.sch.uk
HEADTEACHER:  Mr R M Eastham, BSc (Hons), MEd, NPQH 
Original Charter 1589
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