

	Job Title: Trust HR Officer and Administration Manager

	Contract Type
	Permanent contract

	Responsible to:    
Executive Headteacher, Finance Director & Operations Manager
Heads of School
	Staff reporting to HR Officer & Admin Manager 

 HR Apprentice

	Grade Range:

Grade: 6-7 
Spinal point: 20-30
FTE Salary: £32,597-£40,777
Actual Salary (TTO+2 weeks)
£28,740 - £35,952

	Working Hours:

35 per week

TTO / AYR:

Term Time only + 2 weeks


	Purpose of the role
· To provide the HR services across the Trust through efficient and timely administration and support to the senior leadership team with HR issues.
· To oversee an effective administrative service to the Trust, ensuring duties are assigned, cover is arranged and that staff have the abilities and skills to provide continuity of administrative and clerical support to facilitate the smooth operation of school administration.

	Accountabilities

· Lead the Trust’s administration to ensure a positive, efficient and complete service.

· Manage the recruitment process including the creation of Job specifications, advertising, creating interview packs for SLT and chasing all required documentation including DBS checks, proof of qualifications etc and sending out new contracts.

· Organising inductions and ensuring their delivery.

· Managing all the HR files in line with GDPR, updating compliance information, starters, leavers and submitting data to payroll.

· Organising and maintaining training records including safeguarding.

· Attend HR meetings, prepare agendas, take minutes and action outcomes

· Support management team in terms of HR advice and support in conjunction with our HR legal support, including attendance management reviews and disciplinaries.
· Maintain all absence and sickness records and apply staff attendance policies.

· Ensure HR Policies are reviewed and updated to reflect current legislation and best practice.
· Support the Finance Director and Operations Manager in managing Health and Safety across the Trust


	Main Duties and Responsibilities

Staff Management and development

· To monitor staff performance against objectives through consultations and performance management arrangements, contributing to the development of training programmes / learning opportunities and managing performance.
· Recruit (in liaison with Executive Headteacher/Director of Finance & Operations), induct, develop, deploy, motivate and appraise staff for which they are responsible, ensuring that they have clear expectations of their roles, and that high performance standards are achieved and maintained.
· Foster a service orientated, ‘can do’, approach and a culture of support within the administrative team, ensuring that there are mutually supportive working relationships between academic and support staff.
· Take the lead in ensuring that Trust policies and strategies are reflected in all support services for which responsible.
HR Policies, procedures and practice

· In conjunction with the Senior Leadership Team maintain Trust HR polices ensuring they are reviewed and that legislation changes are incorporated into the revised policies.

· Ensure procedures are in line with HR policies.

· Keep up to date with HR legislation and best practise 

Recruitment & Induction

Working alongside the senior leadership team
· Develop job descriptions and person specifications 

· Administer recruitment process including placing advertisements, managing informal visits and administrating applications. Provide all necessary information and documentation to interview panel.

· Manage interview days by liaising with candidates and ensuring the process runs smoothly.

· Liaise with new recruits to ensure full safer recruitment processes adhered to and induction processes followed and necessary training provided.

Training and Development

· Update and maintain the SIMS database for all staff training & development needs and completed training courses/events.

· Perform an audit of training and advise line manager when training is required, in particular for safeguarding and health and safety.

· Regularly review own practice, set personal development targets and take responsibility for own continuous professional development

· Ensure that training needs for staff for which responsible are identified, appropriately met, and that staff for which responsible are active in their own personal and work-related development.

Contracts of Employment

· The HR Officer and Administration Manager is responsible for maintaining comprehensive/current contracts of employment that specify staff duties, responsibilities and pay scales; and for the provision of expert advice on employee relations including policies relating to maternity/paternity, sickness, back to work & occupational health, absence, disciplinary, capability and grievance

Payroll

· To provide the information to payroll on staff changes to payroll, ensuring the correct level of approval is obtained in advance of the submission and that all necessary information has been provided to payroll.

Reporting
· The HR Officer and Administration Manager is responsible for providing HR reports to key staff including Executive Headteacher and Head of School in relation to staff absence and HR KPI’s, such as  staff turnover as required.

Absence Management

· Undertake and support with return-to-work interviews and track absence records of all staff across the trust, in order to take a formal review of attendance meetings in accordance with relevant policies.

· Liaise with senior leaders where there are more complex cases to agree appropriate support and action plan.

· Maintain appropriate contact with staff who are absent.

· Complete occupational health referrals in a timely and effective manner to optimise the use of the service and maximise positive outcomes for staff and the Trust.  

Safeguarding / other duties and responsibilities

· To be fully aware of and understand the duties and responsibilities arising in relation to child protection and safeguarding children and young people as this applies to your role.  

· To ensure that the Executive Headteacher is made aware and kept fully informed of any concerns in relation to safeguarding and/or child protection. 

· To comply with all the Trust’s codes of practice, policies and procedures, including the code of conduct, and those relating to child protection, data protection and health and safety

· Comply with all Trust policies e.g. child protection, health, safety and security, equal opportunities, confidentiality and data protection, reporting all concerns to the appropriate person. 

· Ensure confidentiality at all times

· Contribute to the overall ethos, work and aims of the children of Success Schools Trust

· Attend training as directed and identified

· Establish and maintain constructive relationships and communication with other agencies, colleagues and professionals

· To be committed to the promotion of equality, diversity and inclusion within the whole Trust community and maintain an awareness of the Trust’s equalities policy statement; to work to create and maintain a safe, supportive and welcoming environment where everyone is treated with dignity and their identity and culture are valued and respected; to report any instances of inappropriate behaviour or discrimination immediately

· To carry out any other reasonable duties and responsibilities within the overall function, commensurate with the grading and level of responsibilities of the post

· To comply with relevant Codes of Practice, including the Code of Conduct and policies concerning GDPR and Health and Safety.




Person Specification
	
	Essential 
	Desirable

	Qualifications
	· CIPD qualifications at Level 3
· Willingness to undertake further CIPD training and develop knowledge and experience to take on a wider HR role as the Trust grows.

· GCSE Maths and English Level C or above
	· CIPD qualifications at Level 5

	Experience
	· Previous experience in similar role

· Experience in HR administration

· Knowledge of employment law issues – discipline, absence, capability and grievance

· Experience managing staff

· Management of personnel information systems ensuring complete, timely and accurate information is available at all times

· Staff performance monitoring and development
	· Experience of working in an education setting.

	Knowledge and Skills
	· Positive approach and team player.

· Understanding of developments in employment and law and employee relations, and how this impacts the HR procedures within the Trust.

· Managing difficult situations and working with those involved to devise solutions

· Strong administrator with close attention to detail.

· Strong IT and data management 

· Excellent written and verbal communication skills

· Highly developed interpersonal skills

· Decisive and acts promptly under pressure

· Have experience of working in a flexible and positive manner, being adaptable to changing work patterns

· Ability to work alone, and be part of a team and be self-motivated

· Ability to manage a substantial workload and prioritise effectively

· Ability to maintain high level of confidentiality and security of information

· Have an understanding of and be able to demonstrate a 
· commitment to Equal Opportunities and Diversity
	· Previous experience in similar role within and education environment.



