	JOB DESCRIPTION
	



	School:	Brookfields School

	Location:	 Tilehurst, West Berkshire

	Job Title:	 HR Operations Manager
	Grade/Salary Range:	Grade J



	
	

	JOB PURPOSE

	
Provide a comprehensive and effective hands-on HR service for the School in liaison with West Berkshire Council/Ascendancy Partnership Trust 
Ensure that the School complies with current employment legislation and guidelines in liaison with West Berkshire Council/Ascendancy Partnership Trust
Provide support on employment matters in liaison with West Berkshire Council/Ascendancy Partnership Trust
Management of the HR Assistant




	DESIGNATION OF POST AND POSITION WITHIN THE SCHOOLS STAFFING STRUCTURE

	School Business Manager
Headteacher
 HR Operations Manager
 HR Assistant

















	MAIN DUTIES AND RESPONSIBILITIES

	
To promote equality as an integral part of the role and to treat everyone with fairness and dignity.

To recognise health and safety is a responsibility of every employee, to take reasonable care of self and others and to comply with the Schools Health and Safety policy and any school-specific procedures / rules that apply to this role.

To promote the welfare of children and to support the school in safeguarding children though relevant policies and procedures. 

General

· To lead on Human Resources operations
· To support the SLT by developing and implementing operational plans which underpin the School Development Plan
· To develop and deliver an outstanding HR service
· To manage the HR team
· To provide advice and guidance to staff on employment-related matters
· To advise the School Business Manager and Headteacher on HR-related matters
· To undertake workforce planning and prepare and implement restructuring proposals
· To report to the School Business Manager and SLT in a clear, concise and analytical way, both verbally and in writing
· To build positive key stakeholder relationships quickly and effectively
· To always demonstrate, personal and professional integrity and to model the school’s values
· To consult with staff and their representatives on HR issues as required to maintain good employee relations.
· To undertake HR-related project work as required
· To liaise with the Director of HR, Ascendancy Partnership Trust as required.
Recruitment 
· Prepare job descriptions, adverts and other post information and upload this to the school website, job boards and liaise with advertising agencies as required.
· Practice safer recruitment in checking the suitability of staff and volunteers to work with children in accordance with DfE requirements.  Completion of all checks for new starters, including Governors, volunteers and casual staff in line with Keeping Children Safe in Education. Record completed checks on SIMS Personnel (database). Liaison with the Disclosure Barring Service, and Occupational Health. 
· Plan and manage consistent and effective recruitment selection processes.  Liaise with senior leaders to ensure the school is fully staffed.
· Co-ordinate HR Assistant to respond to applicant queries and administer references.  
· Arrange shortlisting, interview and selection panels and participate as required ensuring that at least one panel member has undertaken Safer Recruitment training within the last three years
· Prepare appointment letters and contracts
· Provide information to Payroll 
Induction 
· Maintain and update the School’s Induction pack
· Run induction sessions for new starters on their first day ensuring all have completed the mandatory training prior to joining their team
· Ensure induction sign-off forms are completed 
Probation
· Manage the HR Assistant in the timely production and submission of probation policy forms and reminder messages to line managers and staff at 3 months and 6 months service.  Send confirmation of probation letters.  
· Complete and submit payroll information relating to probation-related increases
· Co-ordinate and attend any formal probation-related meetings. 
Terms and Conditions
· Ensure that all employment related information is processed, including contracts (including fixed term), employment amendments and leavers in SIMs Personnel, and that correct documentation is issued
· Ensure that yearly increments are carried out for all staff at the appropriate times of the year
· Undertake monthly checks on acting-up and lunchtime cover claim forms against absences to ensure accuracy.  Countersign lunchtime claim forms from Teachers
· Maintain spreadsheets relating to acting up, for Finance and SLT reporting
· Manage the long-service awards process
· Manage all statutory and occupational benefits and related staff enquiries
· Ensure that all HR-related policies and procedures comply with statutory and good practice requirements and are regularly reviewed and updated
· Liaise with SLT to manage the yearly appraisal process and provide HR advice and support to performance-related matters
Other workers
· Ensure that processes for the engagement and management of casual staff, supply staff, volunteers and
            agency workers are completed
· Liaise with Strand Leads regarding staff cover arrangements and staff placements and ensure the school is adequately staffed 
· Liaise with agencies regarding agency staff provision and terms of business 
· Monitor agency staff hours and authorise timesheets
· Provide monthly supply staff information to the Finance Manager. 
Leavers
· Create and send leaver information to payroll and resignation acceptance letters to staff 
· Arrange exit interviews for leavers. 
Absence and wellbeing
· Oversee the authorisation and recording of all staff absence types, including usage of correct forms and updating SIMS Personnel
· Ensure all back to work meetings and records are completed prior to staff returning
· Carry out informal back to work interviews with employees as required
· Co-ordinate, attend and minute all formal absence management meetings, ensuring the school follows HR processes
· Arrange, attend and minute ill health capability meetings
· Ensure referrals to Occupational Health and counselling services are made in a timely and sensitive manner
· Provide support to staff in distress and signpost to relevant services
· Assist the Senior Teacher in the running of support staff meetings
· Submit monthly absence information to payroll and record for annual Workforce Census requirements
· Support and suggest wellbeing initiatives. 
Information Management and Records
· Maintain HR records which meet legal and internal management requirements including the HR database (SIMS) and personal files
· Produce a variety of HR related reports as required  
· Update the organisation chart and staff lists with staff changes
· Complete the annual Workforce Census and submit to the DfE
· Maintain the Single Central Record in line with DfE requirements and make available for termly inspection by Safeguarding Lead and Governor and to OFSTED during their inspections
· Provide monthly salary reconciliation information to the School Business Manager
· Provide accurate and timely information to payroll and liaise with the payroll service as required
· Ensure the Asset Register is maintained and submit to Governors annually
· Complete statistical returns for Governor Staffing Committee Meetings and any other ad hoc requests
· Produce annual pupil biographies for classes to send to parents in September
· Maintain records and undertake compliance checks relating to minibus driver licences and use of staff cars to transport pupils
· Update the School’s website as directed by the Deputy Headteacher
· To arrange, attend and minute all HR meetings 

· Any other duties as directed by the Headteacher that are commensurate with the responsibilities of the role


	

	SCOPE OF JOB (Budgetary/Resource control, Impact) 

	
· Authorisation responsibility for all staff with regards to time off
· Management and appraisal responsibility of HR Assistant
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	PERSON SPECIFICATION
	

	
	

	Job Title:	HR Operations Manager

	School:	Brookfields School


	Reports to (job title):	School Business Manager

	Location:	Tilehurst, West Berkshire

	
* E = Essential Criterion (required at point of recruitment)      D = Desirable Criterion (can be developed over time)

	 

	KEY CRITERIA                                                                                                        * E/D?            
	                                                                   
	 CONTEXT (How the criterion will be used in the job)


	Qualifications & Experience

· CIPD Level 5 qualification or equivalent
· Good skills in literacy and numeracy
· Good ICT skills with experience of HR databases
· Substantial HR experience, preferably with some experience in the education sector
· Experience of providing expert HR advice
· Experience of employee relations and staff wellbeing matters 
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· Accredited HR professional expertise
· Typing of correspondence, policies and procedures, reconciling payroll
· Use of Word, Excel, PowerPoint, Outlook, SIMS, creating graphs, reports
· Able to give expert advice on HR matters 

· Working with trade union and staff representatives. Managing staff wellbeing.

	Knowledge

· Good, up to date knowledge of employment law 
· Understanding of education policies
· Experience of producing employment contracts and maintaining terms and conditions 
· Excellent records management experience 
· Experience of managing recruitment campaigns and employee lifecycle
· An understanding of payroll processes
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· Providing advice, best practice, updating policies and procedures

· Contractual and terms and conditions management and compliance

· Employment-related records management and reporting

· Recruitment campaigns, workforce planning, starters and leavers

· Payroll information provision and liaison with external provider


	Skills and Abilities

· Good organisation and planning skills
· Highly accurate with great attention to detail
· Able to communicate effectively with a range of stakeholders, verbally and in writing
· Ability to use initiative and demonstrate best practice 
· Ability to multi-task, prioritise and meet deadlines
· Ability to motivate, manage and inspire others
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Management of HR Assistant

	Work-related Personal Qualities 

· A commitment to the values and ethos of the school 
· Professionally discreet, trustworthy and able to respect confidentiality
· Flexible, adaptable, patient, calm and resilient
· Willing to work as part of a team
· Friendly and approachable personality
· Ability to work well under pressure
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· Be seen as a confident for members of staff, dealing with confidential matters
· Assisting other staff in the school office team






	Other Work-related Requirements

· Suitability to work with Children 
· This role has been identified as public facing in accordance with Part 7 of the Immigration Act 2016, and therefore the ability to fulfil all spoken aspects of the role with confidence in English will be required. Conversing at ease with members of the public (including pupils), providing advice and using any specialist terminology appropriate to the role is essential for the post.
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