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JOB DESCRIPTION
	JOB TITLE
	Human Resource Manager

	SALARY
	Grade 4 (FTE £33,366 to £40,476 p.a.

	WORKING HOURS
	This is a full time, full year permanent contract. This post is 36.5 hours per week. A term time plus working pattern can be accommodated or full year working.

	RESPONSIBLE TO:
	Director of Support Services

	LOCATION
	Primarily based at the Victoria campus, however there is a requirement to work across the three settings of the Federation.


Job Purpose:

To undertake responsibilities as a member of the central federated team to provide cohesive, efficient and effective HR support, advice and guidance across the full range of HR activities, ensuring a high quality, business focussed HR service is delivered to meet the Federation’s core HR responsibilities and strategic HR objectives.
Main Duties and Responsibilities

· Leading and developing the provision of consistent HR services across the Federation, responding to staff issues as appropriate and ensuring that statutory employment laws, that affect our employees, and Federation policies are followed.
· Leading the wider HR team, ensuring the HR work completed by those in schools/college with HR responsibilities delivers a comprehensive, effective service which adheres to the Federation’s procedures; providing training and guidance where required 
· Managing, supporting, developing and coaching the members of the HR team ensuring all associated line management responsibilities are completed including induction, probation and performance management.

· Mentoring and coaching managers and leaders to improve their leadership skills, decision making, and their ability and confidence to manage people effectively.

· Providing timely, consistent and accurate advice and support on the management of complex HR issues, including (but not limited to) recruitment, absence, organisational change, capability, discipline, absence management, grievance and harassment, ensuring policies and procedures are applied consistently and that advice complies with good employment practice and legislation.

· Providing a responsive HR service to the Federation which includes management of employee relations, workforce planning and CPD

· Undertaking casework as required to support leaders within the Federation ensuring the correct processes are followed in accordance with relevant timescales.

· Providing advice and guidance during management investigations as may be required. Supporting with the preparation and review of cases and advising managers in the preparation and presentation of the case at formal hearings.

· Preparing referrals of staff to occupational health as required and oversee the co-ordination of risk assessments, reasonable adjustments and phased returns as recommended by occupational health advisors, in consultation with senior leaders.

· Monitor absence management procedures and sickness absence levels, developing proactive solutions and providing support to managers/employees through this procedure, whilst demonstrating care and understanding.

· Managing the entire end-to-end recruitment process, prioritising Safer Recruitment at all times. Including the preparation of job descriptions and person specifications, offering advice on recent similar posts to ensure parity, monitoring selection decisions and vetting checks, advising the Director of Support Services of any outstanding issues.
· Liaising with external advisors as appropriate ensuring leaders are notified of complex and/or contentious HR issues and those which carry risk.

· Supporting organisational change which aligns to school / college improvement plans, helping to guide and advise employees and leaders through periods of transformation.

· Establishing productive and proactive dialogue with employees and their representatives to facilitate change, resolve conflict and promote a positive working environment.

· Supporting the Executive Headteacher with local trade union consultations and negotiations.

· Leading on exit interview processes and analysis as required and feeding back to leaders in the Federation to share successes and to plan for developments.
· Leading on the accurate maintenance of the Single Central Record (in each setting) ensuring that all actions are in line with current safeguarding requirements and best practice. 

· Working in conjunction with the outsourced payroll providers, Director of Support Services, HR and finance colleagues to lead the delivery of the payroll process to include the accurate inputting of instructions into the online system and verifying payroll reports.

· Complete any pay-related calculations accurately.

· Supporting the development and implementation of HR strategy and policies.

· Identifying and supporting new ways of working and continuous improvement within the HR service to ensure a high performing, professional, and consistent service.

· Undertaking project work connected to the delivery and development of the Federation’s Strategic Plan.

· Developing systems to effectively gather, report on and use HR data and metrics to underpin best practice, identify trends and target actions to support effective people management and planning. 
· Preparing and presenting regular management information reports at Board of Governor meetings (Personnel Committee). 

· Leading on the completion of statutory returns as required, including the Workforce Census. 

· Uphold the Federation’s Data Protection Policy and treat with confidentiality any personal, private or sensitive information received.
· Working in partnership with other key teams across the Federation to ensure required processes and systems of work are followed, such as finance and office services.
· Staying ahead of legislative and regulatory changes, particularly within the Education Sector to continuously develop and improve knowledge and skills, minimise risk and promote a fair working environment. Be aware of best practice which can positively influence the organisation to achieve the most beneficial outcomes for all stakeholders. 
· Attend meetings as required/requested by the Executive Headteacher and Director of Support Services, including senior leadership meetings and meetings of the governing body.

General

· Individuals have a responsibility for promoting and safeguarding the welfare of children and young people he/she is responsible for or comes into contact with.
· To ensure all tasks are carried out with due regard to Health and Safety

· To undertake appropriate professional development including adhering to the principle of performance management. 

· To adhere to the mission, vision, values and ethos of the Federation
· To set an example of personal integrity and professionalism

· Attendance at appropriate staff meetings 

Supervision Received

· Supervising Officer’s Job Title: Director of Support Services
· Level of supervision: Plan own work to ensure the meeting of defined objectives

Supervision Given (excludes those who are indirectly supervised i.e. through others)
· HR Assistant/s
Special Conditions
None
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