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	CITY of SHEFFIELD

JOB DESCRIPTION

	CHILDREN AND YOUNG PEOPLE’S DIRECTORATE
	This authority / school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment

	SCHOOL
	

	POST TITLE
	HUMAN RESOURCES AND OFFICE MANAGER

	ROLE PROFILE
	OS3S

	JOB NUMBER
	SCH/AC/OS/019a

	GRADE
	6

	RESPONSIBLE TO
	BUSINESS MANAGER

	RESPONSIBLE FOR
	SCHOOL ADMIN SUPPORT STAFF

	HOLIDAY AND SICKNESS COVER
	

	PURPOSE OF JOB
	TO ENSURE THE IMPLEMENTATION OF PERSONNEL POLICES AND PROCEDURE ACROSS THE SCHOOL AND MANAGEMENT OF THE SCHOOL’S ADMIN TEAM

	RELEVANT QUALIFICATIONS
	· NVQ Level 4 or equivalent qualification / experience in relevant discipline

· Experience of working in a Human Resource capacity


	JOB DESCRIPTION FOR POST OF:- HUMAN RESOURCES AND OFFICE MANAGER 

	

	SPECIFIC DUTIES AND RESPONSIBILITIES


The postholder must at all times carry out his/her duties and responsibilities within the spirit of City Council and School Policies and within the framework of the Education Act 2002, and School Standards and Framework Act 1998 with particular regard to the statutory responsibilities of the Governing Bodies of Schools.

The person appointed will be expected to carry out the responsibilities listed below in conjunction with other people as appropriate, in a manner which is in keeping with the ethos and values of the school.

Principal Responsibilities and Key Tasks

Strategic Responsibilities

Organisation:

· to manage cover arrangements for absent staff including provision of supply staff as appropriate and monitoring of the school absence line
· to support managers in the development of local personnel procedures and processes

· to support managers with the implementation of personnel policies and procedures, liaising with the Headteacher and Business Manager as appropriate

· to take a lead role in the implementation of Recruitment procedures, including organisational arrangements

· to take a lead role in the recruitment of staff

· to be the line manager of some support staff, to be agreed

· to keep abreast of HR developments, attending HR briefings and liaising as appropriate

Administration:

· to manage complex administrative procedures e.g. Workforce Reforms, staffing structures etc and development
· to coordinate and submit the staff workforce census annually
· to manage the administration of staff contracts and payroll

· to maintain the schools Single Central Record and undertake DBS checks for all staff in liaison with the Business Manager
· to be responsible for the administration of personnel policies and issues as required

· to attend disciplinary/capability meetings and prepare paperwork and minute as appropriate

· to liaise with the Business Manager for submitting additional hours claims to payroll

Resources:
· to manage the recruitment processes from advertisement to appointment

· to manage the school’s absence framework policy and complete return to work interviews
· to manage the employment, terms of service, establishment of roles/responsibilities/ job descriptions etc

· to undertake research and obtain information to help inform decision-making as necessary

· to liaise with the Headteacher and Business Manager regarding administration of personnel issues

· to manage the day to day activities of the school’s administration team and associated budgets

Responsibilities

· to comply with and assist with the development of policies and procedures relating to Students and Personnel

· to be aware of and support diversity, ensuring equal opportunities for all

· to contribute to the ethos of the school
· to develop professional, constructive relationships with other agencies, schools, or professionals

· to participate in meetings, training and performance development as necessary

· to recognise own strengths and areas of expertise and using these to advise and support others
Any other duties and responsibilities appropriate to the grade and role

All the above duties and responsibilities to be carried out in accordance with Sheffield City Council’s Policies, Standing Orders and current legislation with an emphasis on Customer Care, Equal Opportunities, Data Protection and Health and Safety.
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