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Job Description
School People and HR Officer

	Purpose
	To provide a comprehensive and professional People and HR service at school level, within the Wessex Learning Trust. This includes operational HR support, recruitment and wellbeing , ensuring compliance with employment legislation and Trust policies. The role supports school leaders and staff, promotes staff wellbeing, and contributes to the Trust’s strategic goals.

	Reporting to
	School Business/Operations Manager

	Salary
	Grade 11



	

Key
Responsibilities 
	People Processes
· Act as the first point of contact for People and HR queries from line managers.
· Provide guidance on People and HR policies, procedures, and employment legislation, seeking guidance from the School Business Manager, central Schools People Partner and external HR advisory service where required.
· Guide and advise line managers ensuring all ER (employee relations) cases are managed correctly and efficiently in line with policies and procedures, supporting with writing letters and co-ordination. Report on progress of all People processes to the School Business Manager on a regular basis.
· Maintain and update the Single Central Register (SCR) for compliance, with the support of the HR Administrator.
· Liaise with School Finance  and Payroll Manager regarding starters, leavers, contract changes.
· Monitor and report on staff absence, including sickness leave of absence. Update processes and procedures to ensure absence is monitored and managed effectively and that colleagues are supported during absence.
· Ensure the People and HR system is fully embedded under the direction of the central team and being utilised with the correct permissions for all colleague users.
· Support HR audits and Trust/DfE staffing returns.
· Maintain accurate People HR records in line with GDPR requirements.
· Ensure HR policies and procedures are upheld and embedded across the school.
· Represent the School/Trust in formal HR meetings (e.g., absence management, employee relations etc.).
· Maintain all People and HR systems and spreadsheets.	Comment by Lydia Bracey: Did you want anything added around induction and probation? Or would this be someone else?
· Support with notetaking for People and HR meetings. 
· Delegate HR administration to the HR Administrator and oversee all areas to ensure compliance and workflows are managed accordingly. 
Recruitment and Onboarding
· Lead the end-to-end recruitment process for school-based roles.
· Draft job descriptions, person specifications, and adverts.
· Coordinate interview schedules, shortlisting, and candidate communications.
· Ensure all pre-employment checks are completed and accurately recorded and compliant with Keeping Children Safe in Education (KCSiE) and safer recruitment policies
· Prepare employment contracts and starter packs.
· Ensure all right to works are up to date.
· Co-ordinate and promote thorough inductions for all colleagues.
· Ensure the probation process is robust and managed through line managers.
· Consider options for hard to fill roles and liaise with the Central People team on recruitment strategy.
Training and Development
· Coordinate staff CPD (continuing professional development) records and training sessions
· Track completion of mandatory training
· Prepare and distribute appraisal and performance development documentation, monitor, report on and appraisal uptake. Administrate the appraisal system and equip line managers to hold effective appraisals. 
Wellbeing and Culture
· Support the school’s wellbeing initiatives and help promote a positive, inclusive working culture.
· Support staff engagement activities including the active promotion of the Wessex annual employee engagement survey.
· Ensure staff welfare issues are handled sensitively and referred appropriately

The Trust recognises that the following skills are required for this post:

Relating to others
· Impact and influence: the ability and the drive to produce positive outcomes by impressing and influencing others.
· Team working: the ability to work with others to achieve shared goals.
· Understanding others: the drive and ability to understand others, and why they behave like they do.

Developing people
· Encourage staff to work together and share expertise within and across teams.

Reflecting
· Reflect on personal and professional development.
· Use feedback from all levels of the Trust to help improve the way you lead and manage.
· Be aware of your own skills of self-management as regards time and prioritising workload.

Inspiring
· Be able to inspire staff and pupils with the highest standards and expectations.

 






	Additional Responsibilities
	
· To ensure the aims, priorities and policies of the Trust are adhered to.
· To always act as a positive representative of the Trust and its learners.
· Be courteous to colleagues and provide a welcoming environment to visitors both in person and on the telephone and maintain a professional standard of demeanour and dress.
· Attend relevant meetings, participate in training and other learning activities and performance development, as required.
· Take on additional responsibilities, as required by the school leadership team and the central team of the Wessex Learning Trust.


The Wessex Learning Trust is committed to safeguarding and promoting the welfare of children and young people.  All staff working within the Trust are expected to share a commitment to doing this. You will be expected to follow and promote the procedures in the child protection and safeguarding policy and report any concerns in accordance with agreed procedures. If your own conduct in relation to the safeguarding of children and young people gives cause for concern the Trust’s child protection procedures will be followed alongside implementation of the Trust disciplinary procedures. 
This post will require online checks to be undertaken and an enhanced DBS check, as well as medical clearance.




This job description is current as at the date shown, and whilst every effort has been made to explain the main duties and responsibilities of the post, not all individual tasks undertaken will necessarily have been identified. 
The job description will be reviewed annually as part of the appraisal process or at other appropriate times as determined by the Trust.

	Signature (employee):
	

	Date:
	

	Signature (line manager):
	

	Date:
	








	
	Essential (E) Desirable (D)

	QUALIFICATIONS

	5 GCSEs or equivalent (Grade A*-C) including Maths and English
	E

	Qualified associate CIPD member or evidence of a further qualification, relevant professional development or training
	D

	EXPERIENCE

	Experience of working in a successful generalist HR role
	E

	Experience of working in a busy office environment
	E

	Good understanding of the education sector
	D

	Experience in writing policy documents
	E

	Managing and implementing systems and processes
	E

	Experience of working with a range of partners and stakeholders
	E

	SKILLS

	Excellent written and verbal communication with a high level of attention to detail
	E

	ICT literate, including Microsoft Office 
	E

	Numerate, with an understanding of payroll from a HR perspective
	E

	Ability to use initiative and prioritise work to meet organisational needs
	E

	Strong interpersonable and organisational skills
	E

	Skilled at working under pressure to meet deadlines whilst maintaining a calm and professional manner
	E

	Commitment to equal opportunities in principle and practice
	E

	Able to work collaboratively and take instruction
	E

	Confident communicator with the ability to build credibility, trust and respect 
	E

	PERSONAL QUALITIES

	High professional and personal standards
	E

	Work on own initiative and have a pro-active approach to problem-solving
	E

	Respect for young people and their needs and passionate about enhancing opportunities
	E

	Demonstrates resilience, high level of motivation and ‘can do’ attitude
	E

	Advises and develops practical solutions to address issues that impact the effectiveness of a team or project
	E

	Commitment to maintaining confidentiality at all times
	E

	Demonstrate strong leadership qualities with experience of building excellent working relationships
	E

	Phrases ideas and responses and negotiates in a positive and constructive manner when dealing with challenges
	E

	Good sense of humour
	E

	OTHER

	Comply with safer recruitment checks including enhanced DBS
	E
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