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JOB DESCRIPTION

	Job Title: HR Manager       

	

	Division:  Learning and Schools
	Date last updated:   
January 2020

	Grade:
SO1 points 23-25 (£29,766- £30,708) 
(1 year fixed term contract)


	EQUALITY AND DIVERSITY

We are committed to and champion equality and diversity in all aspects of employment with the London Borough of Newham.  All employees are expected to understand and promote our equality and diversity policy in the course of their work.




OVERALL PURPOSE OF JOB

To lead and manage by providing professional skills and technical capabilities, specialist subject knowledge (including employment legislation) integrity in decision making and operational activity that is required for the effective operations of Human Resource Management at Star Primary School. To make a major contribution to the successful strategic management and administration of Star Primary School and its day to day efficiency. To develop, maintain and operate administrative procedures for the school in order to ensure that all legal requirements are met. To be responsible for the provision of an effective human resources service to ensure the efficient functioning of the school and to provide personal administrative support to the Head Teacher. To actively promote the continuous professional development of all staff in the school.
JOB CONTEXT

· To ensure that the school meets its statutory employment, equality, health and safety obligations. 
· Liaise as and when appropriate with the LA personnel, legal departments, and other statutory and professional bodies 
· To take an advisory and proactive role in the strategic management of staffing at Star Primary school and report to the Head Teacher and governing body. 
· To lead and proactively fill vacant posts with high calibre staff jointly with the Head Teacher. 
· To lead and maintain procedures to ensure that Safeguarding of children (including the maintenance of a single central record)
· To be responsible for maintenance of up-to-date accurate personnel records in accordance with statutory and audit requirements. 
· To lead and manage the performance management process as it applies to teaching and support staff (ensure the HT has access to up-to-date files at all times) 
· To work with the HT to ensure that staffing levels are sufficient to deliver the curriculum of the school in an efficient and cost effective way. 
· To prepare effective recruitment materials including job descriptions, person specifications, advertisements and information packs for candidates which reflect the school in a positive light. 
· To service the short listing panel and provide them with references and other documentation as required. 
· To lead and manage the interview process and timetable of the interview day (ensure interview records are kept in line with regulations) –ensuring at all times the school is reflected in a positive way.
· Ensure effective communication with candidates throughout the interview process. Upon appointment arrange for the appropriate documentation to be completed and statutory requirements (including safeguarding checks) met. 
· Lead and manage the induction process for all new staff at all levels to ensure all regulations are met. 
· To track and monitor staff absence and service governors staffing committees with reports as appropriate (monthly) 
· To lead and manage good absence management control including return to work interviews, setting up occupational health interviews – work to reduce the impact of long term absence in line with school policy. 
· Work closely with the HT and Finance Manager to model the financial impact of all staffing appointments 
· Ensure all staffing appointments and conditions of service are communicated effectively to the Finance Manager to be completed adequately. 
· Interpret and advise on all legislation pertaining to staffing and staff training 
· Coordination of staff training needs following performance management interviews (both teaching and support staff) 
· Ensuring all staffs child protection training is reviewed annually – including mid-day supervisors and cleaners 
· Maintain and update all statutory and in-school policies in line with national and/or local guidance annually. 
· Market the school positively with the media and with the local community at all available opportunities. 
· To lead and manage the school statutory returns: school workforce census with the head teacher.

· To maintain appropriate record systems, e.g. school central record.

· To play a full part in the life of the school community, to support “Star Primary School is an inclusive learning community challenging all to achieve their full potential”. 
· To promote and recruit all staff to implement whole school policies.
· To comply with and promote the school’s health and safety policies
· Other 

These are intended to be a guide to the range and level of work expected of the post holder.  It is not an exhaustive list of all tasks that may fall to the post holder and employees will be expected to carry out such reasonable duties, which may be required from time to time by the head teacher and or line manager.

The post holder must carry out their duties with full regard to the School’s Equal Opportunities and safeguarding policies.
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	IMPORTANT INFORMATION FOR APPLICANTS

Applicants will be assessed against the ESSENTIAL and the DESIRABLE CRITERIA.  If you wish to apply for this position, please ensure your application clearly outlines how you fulfil the essential criteria and the desirable criteria.

If you do not address these criteria fully, or if we do not consider that you meet them, you will not be shortlisted.  Please give specific examples wherever possible.


	Experience:
Essential:
· Substantial experience of delivering an efficient and effective generalist HR service 

· Experience of contributing to the development and implementation of HR Policies 

· Experience of consultation and negotiation with a range of stakeholders 
· Experience of HR software systems to support report and statistical information requirements 

· Full working knowledge of relevant policies/codes of practice 

· Solid experience of managing and maintaining the sickness and absence procedures in line with LA guidance
Desirable:

· Experience of Performance Management 

· Understanding and application of employment law 
· Solid experience of complete payroll oversight and management from start to finish 
Skills and Ability:
Essential:

· Ability to manage own work effectively using initiative to achieve objectives 

· Ability to work in a challenging environment 

· Ability to produce accurate work to tight deadlines 
· Excellent communication skills and the ability to work and influence at all levels 

· Organised approach to work in relation to professional standards and competencies 

· Flexible approach to changing work tasks and prioritising to specific needs 

· Ability to demonstrate commitment to Equal Opportunities and customer service practices in the context of service delivery 
· Advanced ICT skills, including good understanding of ICT Systems and the ability to develop them 
· Ability to maintain confidentiality at all times 

· Excellent oral/written communication and negotiation skills 
Desirable:

· Ability to delegate and manage team members

· Educated to degree level in a relevant subject to complement the role 
Personal Qualities:

Essential:
· Evidence of good interpersonal skills and the ability to work as member of a team and develop and maintain good relations with all members of the school community.  To work co-operatively with the staff of the Local Education Authority and relevant agencies as required.
· Evidence of the ability to communicate clearly and concisely both orally and in writing 

· A commitment to providing a responsive and supportive service and a willingness to constantly seek ways of improving the service 
· Ability to form and maintain appropriate relationships and personal boundaries with children and young people 
Desirable:

· Evidence of an understanding and commitment to Equal Opportunities both in service delivery and employment, and an understanding of its effective operation within a school 
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