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Job Specification
HR Officer
Salary Range: Grade 8
Post:
37 hours per week, 41 weeks pa (holidays to be taken during school closures) 

Responsible to: Headteacher
Reporting directly to the School Business Manager, the postholder will be responsible for the efficient use of human resources and the school meeting its responsibilities to the staff it employs. 
Key Relationships:
Headteacher and Senior Leadership Team; HR team; teaching and support staff; LA and SLA representatives; partner professionals
HR management:

· Provide professional guidance to the Headteacher and SLT in respect of employment policy and basic employee relations.
· Direct investigations into alleged misconduct, attending disciplinary meetings as appropriate
· Coach and support middle and senior leaders in managing personnel matters effectively within their teams
· Advise the Headteacher and SLT on policies needed to comply with current legislative requirements and the implementation of these policies in the school
· Responsible for general personnel matters, advising the Headteacher and SLT on assessment of salaries, absence and maternity procedures, redundancy, grievance and other related matters
· Oversee all recruitment processes and practices including advertising, recruitment materials, selection processes, prepare interviews, contracts of employment and pre-employment clearance for new staff
· Develop the provision of HR services within the school
Absence management 

· Establish clear expectations and high standards of professionalism in relation to attendance and oversee authorisation of support staff leave of absence requests 
· Negotiate, manage and monitor contracts/agreements for the provision of supply staff with supply agencies. Manage short- and long-term supply teacher bookings in liaison with various external agencies and the cover lead in school
· Monitor and record all staff absence, oversee the ‘return to work’ interview process, providing support when necessary and undertake occupational health referrals as appropriate 
· Provide regular statistical reports to Headteacher, SLT and Governors identifying patterns of staff absence
· Record and manage holiday entitlements for full time support staff

Date Management
· Ensure accurate and confidential record keeping, using data effectively to identify, monitor and evaluate staff absence, professional development, pay progression and performance management.
· Disseminate appropriate information to ensure effective communication with all staff in relation to pay and conditions, pensions, etc
· With the School Business Manager ensure that the monthly payroll is accurate

Administration 

· Responsible for all Human Resources administration, including the Single Central Record and associated paperwork, the School’s Information Management System, employee records, contract changes and salary information

· Responsible for producing Data Collection sheets and ensuring all safeguarding records are kept up to date
The postholder will be subject to performance objectives agreed annually with the Headteacher and these objectives will be reviewed annually. The postholder is expected to work within the policies, ethos and aims of the School and to carry out such other duties as may reasonably be assigned by their line management. The postholder will be expected to have an agreed flexible working pattern to ensure that all relevant functions are fulfilled.  The duties of this post may vary from time to time without changing the general character of the post or level of responsibility entailed.

The school is committed to safeguarding and protecting the welfare of children and young people and expects all staff and volunteers to share this commitment.  All posts are subject to an enhanced DBS check.

