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JOB DESCRIPTION
Human Resource Officer

Severndale Specialist Academy Vision:
Our children and young people are aged 2 ½ to 25 and have a range of learning difficulties.  These include moderate, severe, complex and profound learning difficulties, those with autism, complex medical conditions and physical and mobility difficulties.  A number of our young people present behavioral difficulties arising from their condition; many have communication difficulties.

Purpose of the Post:
The purpose of this post is to effectively provide a professional HR service across the academy via the implementation of appropriate people management processes and practices and the effective management of any employee relations matters.
The successful candidate will be expected to work on their own initiative and have the ability to communicate professionally, courteously and politely with all members of staff at Severndale Academy and all external parties.

Duties and Responsibilities will include:

Human Resource Management
1) To act as a first point of contact and provide support, advice and guidance for all staff in relation to HR issues (this will include information on contract, pay, recruitment, maternity leave, flexible working requests, absence management, staff benefits etc)
2) Coordinate and support investigations, grievance and disciplinary matters in conjunction with the Executive Principal and Strategic Business Manager
3) Support, advise and coach line managers to effectively manage and resolve complex and sensitive people issues in a timely manner, assessing all options and associated risks
4) Liaise with the Trust and Telford & Wrekin HR advisory teams to ensure compliance with HR matters
5) Ensure compliance with relevant internal policies and procedures as well as external requirements
6) Ensure that all HR areas at the Academy are Ofsted compliant and Ofsted ready at all times
7) Support the Strategic Business Manager with the maintenance of the Single Central Register
8) Liaising with SLT members in relation to organisation of the staff structure

Absence Management
1) Support the coordination and administration of staff cover for sickness absence, monitoring throughout the day to ensure cover for absences is in place at all times.
2) Ensure records are maintained of staffing cover in line with Academy procedures 
3) Analyse and evaluate data/information and produce reports/information/data as required
4) Oversee that all return to work paperwork relating to staff absence
5) Monitor all absence / special leave requests and provide regular updates to SLT
6) Monition the attendance of all staff and advice line managers when triggers are breached
7) Support staff who are absent with referrals to Occupational Health and signposting to other services / provisions.

Recruitment

1) To manage the coordination and administration of the recruitment of new staff. This includes preparing candidate information packs (advert, job description and person specification)
2) Ensure all aspects of the process meet the safer recruitment guidelines
3) Actively be looking at new approaches to reach new potential applicants
4) Participate in the selection and/or appointment of staff, as appropriate
5) Manage the staff vetting process ensuring all staff where appropriate have undergone relevant pre-employment checks, Disclosure and Barring Service (DBS) check, verification of qualifications, satisfactory references and health clearance
6) Process new DBS applications
7) Provide a comprehensive and information induction process for all new staff
8) Conduct exit interview for staff leavers and provide feedback to the Principal and Strategic Business Manager
Administration  
1) Ensure all personnel files and records are accurately maintained
2) Responsible for the typing of correspondence relating to personnel issues (new starters, amendments and leaver paperwork)
3) Responsible for the running of the personnel date base (SIMS)
4) Assisting with the annual School Workforce Census

Other Duties
1) Comply with and assist with the development of policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to the appropriate person
2) Be aware of and support difference and ensure equal opportunities for all
3) Contribute to the overall ethos/work/aims of the academy
4) Establish constructive relationships and communicate with other agencies/professionals
5) Attend and participate in regular meetings
6) Participate in training and other learning activities and performance development as required
7) Recognise own strengths and areas of expertise and use these to advise and support others

Reporting
1. Line Manager: Strategic Business Manager and ultimately the Executive Principal

Benefits of the Post:
1. The grade of the post is: Scale SO1, Point 23 with a progression scale to Point 25.
2. 37 hours per week, 52 weeks per year.
3. Continuous Personal Development
4. Generous holiday allowance
5. Option to join the Pension Scheme

The above job description does not define in detail all the duties and responsibilities of the post in question. It may be necessary to re-evaluate areas of responsibility. After due consideration and discussion areas may be amended in consultation with the Executive Principal.

The Learning Community Trust is committed to safeguarding and promoting the welfare of Children and young people. All post holders are subject to an enhanced DBS check (including a check on the children’s barred list) for the successful applicant. References will be checked following the Learning Community Trust recruitment and selection process. We are committed to equality and diversity and follow the Safer Recruitment practices as set out in the Statutory Guidance - Keeping Children Safe in Education.

For more information regarding our schools commitment to safeguarding, please see our website for our school policies - https://severndaleacademy.co.uk/our-school/policies/
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