[image: ]





JOB DESCRIPTION

JOB TITLE:	Human Resources Officer and Advisor 
(40 hours per week, Term time only plus 20 days)
GRADE:			PO1 – Point 27-30
HOURS:			40 hours per week, 50.2 weeks per year
REPORTING TO:		School Business Leader


PURPOSE:
 	
[bookmark: _Hlk150249903]Human Resources (HR): To be responsible for the day to day provision of the Human Resources service across both Primary and Secondary sites, which includes the processing of all HR procedures, HR records and data management.  Assist and support the School Business Manager to be responsible for the periodic review of all relevant school policies, ensuring compliance with employment law and good practice.

HR Advice:  Provide general advice and guidance as needed on human resources processes, and a range of human resources issues including employee relations, recruitment, absence and pay and conditions of service. Refer more complex queries to our school HR consultancy Browne Jacobson and/or the Director of HR for Partnership Learning.

Payroll:  To be responsible for submitting payroll.   

Staff Absence Management: To be responsible for tracking and managing employee absences from work. It involves identifying the reasons for absences, keeping track of the number of days an employee has taken off, and ensuring that the school’s policies on absences are followed.

Recruitment: To provide recruitment of teaching and non-teaching staff to the school in compliance with legal guidelines and Trust/Local Authority requirements.  To ensure that the school adheres to the relevant HR legislation particularly regarding the recruitment process for both safeguarding and employment law.

Safeguarding: In compliance with the latest safeguarding legislation, to be responsible for the maintenance of the school’s safeguarding procedures and record keeping which includes the processing of DBS and Children’s Barred List checks and the operating of the Local Authority/Trust Safer Recruitment Policy.

MAIN DUTIES

Human Resources

1. To be responsible for the maintenance of confidential HR records on the MIS (Bromcom, Access education) and in hard copy/electronic files, ensuring they are kept up to date, accurate and that all legal requirements are met.  

2. To ensure that all new and current employment contracts and other HR documentation are issued and processed in a timely and appropriate manner.  

3. To assist with occupational health referrals, liaising with the Head Teacher, School Business Manager and the school’s HR advisors on the management of occupational health issues and organising relevant correspondence and meetings.

4. Where appropriate, to organise and support senior leaders disciplinary and grievance interviews.

5. Provision of effective, timely and reliable advice, resources and support to staff in dealing with general HR/occupational health enquiries including those relating to induction, probation, absence and other general enquiries. 

6. To liaise with our third party HR advisors in relation to specific issues relating to HR under the direction of the Head Teacher/School Business Manager.
7. Review all relevant HR policies regularly to ensure they comply with legal and Local Authority/Trust guidelines in conjunction with School Business Manager and advise the Head Teacher.

8. Work with Local Authority/Trust for completing required pension returns and associated services.

9. To actively promote staff well being and to ensure staff have access to appropriate employee support schemes.

10. Record all staff absences/leave of absence queries and report regularly to the Headteacher.  Ensure self-certificates are completed and Medical Certificates are produced where necessary. 

11. To be responsible for the annual audit of staff data as well as submitting the school workforce census.

 Recruitment

1. To lead on all functions associated with the recruitment of staff. 

2. To prepare advertisements/Job Descriptions and person specifications for publication in various media ensuring accuracy and consistency.

3. To produce and distribute timetables, and schedules of activities for interviews and notify the candidates and the panel.

4. To co-ordinate all recruitment activities throughout the course of the interview day, including; leading tours of the school, refreshments and arranging any specialist equipment required for activities.

5. To maintain effective files of unsuccessful applicants and ensure confidential disposal ensuring data on number of requests for applications and other required monitoring in accordance with the school’s recruitment policy.

6. To check DFE website to verify QTS as well prohibition checks. Finalise offers of appointment of new staff. Ensuring logins and ID cards are issued. As well as delivering HR inductions.

7. To take up references, process all DBS/Child barred list checks and medical forms and monitor satisfactory returns and chase up any other relevant missing paper work. 

8. To liaise with the School Business Manager and Headteacher on all matters concerning recruitment.

9. To keep up to date with statutory/legal requirements in respect of all areas of recruitment.

10. To issue incoming staff with entry card/ID/keys and liaise with IT Support to ensure that new starters have IT access and are issued with full details on commencement of employment.

11. To issue contracts for all new staff members. 

12. To be responsible for the maintenance of the schools Single Central Record.

13. To assist line managers in managing probation.

14. To assist the School Business Manager and Assistant Headteacher to educate the whole staff community to understand individual roles in the safeguarding process and to ensure that the school is compliant with safeguarding legislation.

15. Manage all staff sickness and absence in line with the policy and following school procedures. (stage 1/stage 2/OH referrals)

16. Work alongside SBM and HT and carrying out all administration for complaints/grievance procedures.

 Payroll and Supply

1. Ensure all payroll data is entered and maintained accurately, carrying out consistency checks prior to payroll deadline and other key dates. 

2. Ensure that all new starter and leaver payroll information is communicated efficiently and within the relevant timeframes. Finalise offer of new appointments.

3. Put in monthly overtime claims, additional payments, and maternity/paternity and contract variations to payroll by deadline. To monitor, approve and check payroll changes and additional payments against the budget, pay policy and TDA guidelines as well as complete monthly sickness absence returns.  

4. Effective communication in relation to the adjustments to TLR, position grading, golden hello, recruitment and retention incentives and contract variations in conjunction with the Headteacher for teaching and support staff.

5. Be responsible for the smooth implementation of the annual Pay Award and incremental increases, ensuring the timely collation of accurate data and preparation of all associated paperwork and ensure access education is updated.

6. Issue annual salary statements for all teachers and support staff.

7. Administer staff benefits such as the cycle to work scheme and the employee assistance programme.

Administrative Support

1. Collate and file all performance management documentation relating to staff appraisals. 

2. Collate and record information in response to freedom of information requests and other ad-hoc reporting.

Safeguarding

1.     Process disclosure and barring service applications and barred list checks.

2.     Update and manage the school’s SCR.

3.      Ensure that safer recruitment practices are executed and maintained, including
undertaking regular training and ensuring this is regularly completed by relevant staff.

4.      Maintain knowledge of safeguarding children and vulnerable adults and ensure that the principles of safeguarding are considered and included in the work of the team and your personal practice. To ensure that any safeguarding concerns arising are reported immediately to the appropriate person/body.

Other Duties

1. Handle and administer cover arrangements for George Mitchell Secondary School.

2. To draft letters, arrange meetings and take minutes as required.

3. To have a high standard of ICT skills in order to undertake typing tasks, including letters, minutes, reports and spreadsheets and to undertake confidential reprographic duties as required.

4. Be aware of and comply with policies and procedures relating to child protection, equal opportunities, behaviour for learning, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate senior leader.

5. Contribute to the overall ethos/work/aims of the school.

6. To be flexible and work according to needs which may involve assisting other areas which are commensurate with the grading of the post.

7. To provide any other general administrative services needed by the Headteacher, as requested.

8. To be committed to safeguarding and promoting the welfare of children and young people and follow the safeguarding policy

9. The post holder may, occasionally be required to carry out other duties if they are within the general level of responsibility of the post and within the abilities of the post holder.

10. To complete all HR related risk assessments such as expecting mothers and medical conditions. To review risks assessments where applicable. 

11. Maintain Paxton system and issue new/replacement fobs when required. To delete accounts for leavers. Reset fire alarm doors when required.

12. Complete staff salary checks and record maintenance on (Access budget toolkit) providing information to the school business leader.

13. Arrange supply cover for absent staff through agencies when required.

14. Help finance with iPay accounts and reports/cash handling/other finance assistance when required.

15. Oversee the LOA process, providing policy and processing guidance and recording all absences on Bromcom.

Person Specification 

	Criteria
	Category
	Method of assessment



Educational & Professional Qualifications / Disclosure requirements
	CIPD qualification 

Enhanced DBS check
	E

E
	Application/Evidence 

Application/Evidence



Personal Qualities / Skills
	Ability to provide advice based on sound judgement and an understanding of employment law 

Ability to relate to people at all levels and build strong working relationships. 

Adaptable in approach with an ability to manage conflicting priorities. 

Ability to work to tight deadlines and deliver timely results. 

Ability to find solutions to problems Ability to take an empathetic and business focused approach.
	E




E




E



E



E
	Application/Interview 




Application/Interview 




Application/Interview 



Application/Interview 



Application/Interview 



Relevant Experience
	Extensive relevant experience in 
the HR profession.

Relevant experience within the education sector.

Experience of delivering 
organisational change and 
restructure.

Experience of effectively managing attendance levels.

Experience of leading recruitment and selection processes.

Experience of leading on complex disciplinary and grievance matters. 

Experience of advising on performance management issues.

Experience of managing maternity leave and flexible working. 

Experience of working with trade unions and/or employee consultation forums.
	E



D


E



E



E



E



E



E



D
	Application/Interview



Application/Interview 

Application/Interview 




Application/Interview 



Application/Interview 



Application/Interview



Application/interview 



Application/Interview 



Application/Interview



Other Skills
	Ability to take the lead in consultation meetings and act as the HR representative, as required.

Ability to contribute to the development of HR policies and procedures.

Conversant in the use of Microsoft Office Systems
	E




D



E
	




For information: 
Category D: Refers to Desirable Features which would normally enable the successful candidate to perform the duties and tasks better and more efficiently than one who did not have the qualifications, training, experience, etc. 

Category E: Refers to Essential Requirements without which the candidate would be unable to carry out the duties of the post.

This school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.
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