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	Role Title
	Senior Human Resources Advisor (Schools)

	Directorate
	Families

	Location
	Waltham Forest Town Hall

	Scale
	PO4

	Purpose
To deliver and develop an excellent Human Resources provision to Schools and Multi Academy Trusts (MATs) as part of a wider traded service operational area.
To be a Lead Practitioner on complex casework, change management and policy development within the Human Resources remit.  

To demonstrate behaviours and competencies to transform the HR service so it delivers highly  effective, outcome focused support to Schools and MATs



	Generic Accountabilities
	End Results/ Outcomes

	Plan and deliver the services required in the area of responsibility, ensuring compliance with all internal and external standards.
	Service objectives for area of responsibility (schools) are developed in agreement with line manager.
To provide expert employee relations advice to schools from start to finish ensuring the consistent quality of our HR service is maintained and delivered effectively. 

Progress against objectives is effectively monitored and delivered.

All relevant legislation, policies and procedures are implemented and complied with.
Customer engagement expectations are met

	Work in collaboration with other traded services to schools to deliver an enhanced joined up approach. 
	Council’s wider traded service is understood and actions of the post holder deliver added value to HR and wider traded services. 

The reputation for providing excellent service goes beyond Waltham Forest. 
Collective responsibility for the success of Waltham Forest with our schools at the forefront. 

	Ensure the development and delivery of continuous improvements in all aspects of the service.
	Improvements are developed and delivered effectively.
Opportunities for service improvement are actively explored and championed 

The post holder will keep abreast of education developments specifically relating to Human Resources.  
Contribute to the positive feedback around stakeholder engagement and satisfaction.  
The maintenance of current SLAs and promotion of the schools’ HR service to generate new business.  

	Identify additional service requirements or service shortfalls and recommend innovative solutions.  Lead initiatives to improve business processes and performance. Design and deliver policies and procedures in area of expertise.
	Improvements are developed and delivered effectively. 
Work collaboratively with other Local Authority service providers, such as, School Effectiveness Partners and Governing body Services to ensure robust support to drive forward School improvement.    

Quality of service is enhanced as evidenced by customer feedback and uptake of new business. 
Policies can be translated into clear, achievable delivery objectives.
Stakeholder requirements are exceeded. 

	Assist in the management of staff.
	Assist to ensure that the team is competent, effective and motivated.

Assist in delegating work and ensuring that it is delivered to the required standards.

Assist with ensuring that HR processes are completed to the required standards and timescales.

	Manage projects, within the specialist field and control allocated resources.
	Projects are delivered to agreed specification, timescales and budgets.

Change initiatives are successfully integrated and communicated to Schools/MATS. 


	Communicate effectively with internal and / or external customers/ service users.  Act as point of contact for the service.   Resolve problems, within scope of role, escalating to line manager as required.
	Customer/service queries are responded to and resolved.
Customers are satisfied with the response, or aware that issue has been escalated.

Relevant, accurate, understandable and timely information is provided.

A positive image of the wider traded service is promoted.

	Carry out all duties and responsibilities with reasonable care for the health and safety of self and others and report any potential hazards or unsafe practices to line manager.
	Work is carried out in a way that is safe and minimises risk to health and wellbeing.

	Act in accordance with all policies and procedures which apply to the job and understand the reasons for this.
	All policies and procedures are complied with. An ability to grasp the complexities that relate to school governance and responsibilities.   


	Job Specific Accountabilities:

	To have relevant education/schools experience to enhance wider traded service provision.  
	A full understanding of the current educational and political climate relating to schools and how Human Resources can support and add value.

	To assist in planning, directing, and coordinating activities to manage and implement HR projects from proposal or initiation to final implementation stage.
	Projects and Programmes deliver all required outputs and outcomes to relevant quality standards within agreed timescales across the Human Resources function.

Will drive forward the Council’s traded service offer to schools/academies increasing uptake in Waltham Forest and beyond. 

	Actively engage with stakeholders and partners ensuring organisational commitment to the delivery of a HR service that provides high levels of customer satisfaction. 


	Excellent working relationships are established, fostered and sustained.

Stakeholders express high levels of satisfaction with the function.

The reputation of the schools’ HR service is enhanced and leads to increased business take up. 

	Develop Human Resources policies and procedures in line with best practice.
	Assist with the development of policies and procedures, ensuring they comply with legislative changes and are robust to enable schools to achieve their outcomes/goals.   

Ensure that all policies have been consulted on with the relevant trade unions

Ensure that the roll out of policies and guidelines is communicated effectively and keep the schools’ area on the HUB is regularly updated. 

	Investigate; resolve complex or high profile employee relations issues, providing a responsive HR service that meets customer needs.
	Complex and/or high profile employee relations issues are managed to a satisfactory conclusion.  

Participation in dismissal, appeal, and Council statutory rights to attend hearings adds value to the processes ensuring that legal obligations are met with minimal risk to schools.  


	Nature of Contacts

	Key contacts are Headteachers, Governors and colleagues in the Family & Homes Directorate.
Will also liaise with and/or advise other senior members of staff and other key stakeholders regarding service development, issues, problems and processes.

May involve direct contact with external stakeholders and partners.
Deal with people at all levels confidently, sensitively and diplomatically.




	Procedural Context

	Act within guidelines and standard procedures with discretion to allocate or otherwise organise work to meet service delivery requirements.  Works within laid down procedures but needs to deal with day-to-day problems without always referring to others.
Decisions will be made based on Council/Schools’ procedures.


	Resourcing

	Budget Responsibilities:  n/a.
Supervisory Responsibilities: nil.


	Competency Level:  Principal Officer


	Knowledge, Skills and Experience

	· Excellent knowledge of service provided in the education sector and awareness of wider Council activities.

· Up to date and extensive knowledge of employment legislation and best practice, including terms and conditions for both support and teaching staff. 

· Ability to build effective working relationships, and influence a wide range of people including Headteachers, School Governors, senior managers, external partners, trade unions and politicians. 
·   Excellent verbal and written communication skills. 
·   Excellent interpersonal and professional skills including experience of resolving conflict.
· Excellent social media skills. 

· Ability to work in a context of complexity and ambiguity and deal with conflicting demands.

· Highly developed organisational and planning skills and the ability to work independently, prioritise workload and work to tight deadlines.

· Experience of effectively supervising and developing staff.

· Good working knowledge of relevant processes and systems and excellent awareness of policy and procedure framework.

· Excellent knowledge of Microsoft Office applications and, where appropriate, service-specific systems such as SAP.
· To be have the flexibility to work hours as required for the needs of the role.

	Indicative Qualifications

Educated to degree level or equivalent.
CIPD Qualified (Working to Level 2 of the CIPD Professional Map)

	The above profile is intended to describe the general nature and level of work performed by employees in this role. It is not intended to be a detailed list of all duties and responsibilities which may be required. This role profile will be supplemented and further defined by annual objectives, which will be developed in conjunction with the post holder.  It will be subject to regular review and the Council reserves the right to amend or add to the accountabilities listed.
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