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Job Description
People Operations Team Leader
Salary:		Level 6
Reporting to:	Director of People Services
Role Purpose:

The Sheffield College is a large, vibrant and diverse further education college and we are proud of how the college contributes to transforming lives through learning by meeting local skills needs. We have high aspirations and standards for ourselves and our learners, and this role is central to making sure the people who work here are supported brilliantly from their very first day.
As People Operations Team Leader, you will lead the team that runs the College's day-to-day people administration service across the whole employee lifecycle — from recruitment and onboarding through to contractual changes and leavers. 
Your focus is simple but crucial: a fast, accurate and friendly service that managers can rely on, delivered through a confident, well-supported team. 
You will set the pace and standard, working closely with the teams across the service so that together, you give managers across the College a genuinely great experience whilst achieving the College’s KPIs.
Main Responsibilities:
Reporting to the Director of People Services, you will lead the day-to-day delivery of the College's people administration service. To achieve this, specific duties include, but are not limited to:
Lead the day-to-day operations of the People Operations team across the full employee lifecycle — including recruitment and selection, pre-employment checks, onboarding, contracts and variations, changes to personal details, mileage and expenses, absence and other leave, and offboarding leavers.
Ensure the Single Central Record is complete, accurate and up to date at all times, with all required checks completed and recorded in line with Keeping Children Safe in Education.
Provide a proactive, customer-focused service to managers and staff, resolving queries promptly and escalating more complex matters to the right colleague.
Take ownership of data quality, making sure information is accurate and complete at the point of entry, with simple checks in place to prevent errors reaching payroll or reporting.
Work closely with the People Analyst and People Support Analyst to keep the core people system (iTrent) accurate, and to make the most of reporting, dashboards and opportunities for automation.
Work with the Recruitment Business Partner to deliver a smooth recruitment and onboarding experience, with clear handovers and agreed service standards.
Support the People Business Partners and Advisors by guiding managers and staff to the right policies and processes, and providing reliable administrative support to casework.
Support the Payroll team by providing accurate, timely information and ensuring familiarity with the process to support with the running of payroll and post processing returns as required.
Ensure orders, requisitions and invoices are processed within agreed timescales.
Develop, document and continuously improve standard operating procedures, championing simpler, leaner ways of working.
Use data and key performance indicators to assure the quality of core processes and to identify and act on opportunities to improve the service.
Set clear standards and priorities for the team, allocating and balancing workloads so the service remains responsive during peak periods and staff absences.
Carry out regular team and individual performance reviews, supporting training, development and a positive, high-performing team culture.

From time-to-time these responsibilities may be reviewed so that they evolve as part of the college's strategic growth and success. You may also be required to take on other tasks related to the job to support the College in the delivery of its strategic aims, without changing the role's main purpose.
People Management and Cross College Responsibilities
You will directly line-manage the following posts:
People Operations Senior Administrators

You may be required to participate in cross-college teams and working groups on key projects.
You may need to attend relevant internal committees and groups. This could include preparing and presenting papers as required.
You will act as a role model to colleagues, ensuring that the responsibilities of the post are carried out in line with the College's FREDIE+ values and behaviours.
You will be required to support and/or manage people management processes within your area which could include but is not limited to absence management, flexible working, low-level/informal conduct issues, low-level/informal grievances, and performance management.
Student Related Responsibilities
Anyone who has regular contact with children and young people in their day-to-day responsibilities must ensure they are safe. You will work with the Safeguarding Team, ensuring concerns regarding students/apprentices are shared in a timely, accurate manner.
You will be involved in supporting college open days, supporting during the exam season, student enrolment and any other required events.

Other Responsibilities
All staff have a responsibility to ensure that the college provides a safe and sustainable environment for students, staff and visitors. You will support this by:
Understanding and undertaking the specific responsibilities for their role as documented within the Health and Safety Policy and Procedures.
Ensure compliance with Data Protection Regulation
Ensure that environmental sustainability is a key consideration in the actions we take, working towards the college's environmental strategy and net zero ambition.


People Operations Team Leader
Person Specification
	Assessment Criteria
	Interview (I)/ Application (A)

	Skills & Experience
	Essential
	A proven track record of meeting targets or delivering service improvements within set timescales.
	A/I

	
	Essential
	Experience of building effective working relationships, and communicating clearly with a range of different people and groups.
	A/I

	
	Essential
	Experience of ensuring data quality and accuracy, including checking and verification processes.
	I

	
	Essential
	Experience of improving processes, including the effective use of technology and systems.
	A/I

	
	Essential
	Previous use of HR/Payroll systems (preferably iTrent).
	A/I

	
	Desirable
	Experience of leading or supervising a people administrative or operations team.
	A/I

	Qualifications
	Essential
	Level 2 English and Maths Qualification or Equivalent
	A

	
	Desirable
	CIPD (Level 5) or a customer service qualification, or equivalent work experience.
	A

	
	Desirable
	Management or team-leading qualification.
	A

	Knowledge
	Essential
	Understanding of the further education sector in relation to People Operations.
	A/I

	
	Desirable 
	Understanding of employment policies and practices and their relationship with payroll
	A/I

	Competencies
	Essential
	Planning and organising  Has the ability to deliver everyday activities as an individual contributor or via task co-ordination of others.
	I

	
	Essential
	Delivery of Results  You know what you need to do and effectively implement this. Has the ability to make decisions impact on self, team and our customers. Delivers individual results.
	I

	
	Essential
	Problem Solving  Has the ability to deal with a standard range of problems and find solutions through questioning skills.
	I

	
	Essential
	Influencing  Has the ability to influence others in your team, collaborating and networking across teams.
	I

	
	Essential
	Knowledge & Experience  Has some subject knowledge or experience.
	I

	
	Essential
	Behaviours  Understands the TSC FREDIE+ values of Fairness, Respect, Equality, Diversity, Inclusion, Engagement and Innovation, the TSC's behaviours and act in line with them.
	I/A
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