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HUMAN RESOURECS DIRECTOR
JOB DESCRIPTION
This document summarises the purpose of the job and lists its key tasks.  It is not a definitive list of all the tasks to be undertaken as those can be varied from time to time at the discretion of the Trust, in consultation with the postholder.

SALARY:

NJC GRADE 11 – SCP 33-36 
Salary £39,493 - £42,503 (pro rata - £35,543 to £38,252) 
HOURS:
37 hours, All year or Term Time Only + INSET days and 2 additional weeks 
LOCATION: 

Worthing High School

South Farm Road




Worthing

West Sussex BN14 7AR

CEO: Pan Panayiotou 
	Reporting to:
	Chief Operating Officer and ultimately CEO

	

	Responsible for:
	· To provide strategic direction of the Trust’s HR and Office support functions to inform and guide Trustees and the Executive Team.

· All aspects of Trust personnel, including recruitment, record keeping, absence monitoring/recording and induction.
· Line manage the Office Manager
· Oversee the smooth running of the administration functions of all Trust Schools. 



	Specific Responsibilities:

Trust Personnel Lead
	All aspects of school personnel, including recruitment, record keeping, absence monitoring/recording and staff induction.

Operational HR to include:

· Oversee all matters associated with Trust personnel.

· Provide SLT, managers and staff with advice on personnel issues and seek guidance where necessary.

· Responsible for recruitment of all staff, both teaching and support, including advertising, preparation of job descriptions, collation of applications, interview schedules and invitations, references, etc.

· Ensure that all pre-employment checks are carried out.

· Organise and oversee the induction process for all new Trust staff.

· Provide information on new staff, leavers and changes to the Payroll provider.

· Enter and maintain all staff data records on SIMS.

· Update existing library of HR Policies and draft new HR policies as required for the Trust.
· Produce regular (sometimes weekly) Staffing Updates for the
CEO, Heads of School and Chief Operating Officer.
· Maintain the Trust Vacancy Timeline.

· Oversee the consistent processing of all absence requests from Trust staff

· Oversee the process for full time all year round staff leave requests to ensure sufficient staffing in holiday periods.

· Oversee the updating and review of the Trust Staff Handbook.
· Managing the archiving, retention, retrieval of Trust staff records.

· Checking and recording all references that are issued by the CEO and Head of School (HOS) for past and current employees.

· Service and attend the Staffing, Pay and Performance Committee (SPPC)
· Provide high quality employee relations advice across the Trust and ensure that appropriate policies and processes are followed.
Safeguarding to include:

· Creation and maintenance of the Single Central Record and associated evidence for the Trust and ensure it is always up to date.

· Keep a record of safeguarding training (including Prevent) for all staff, governors, trustees, contractors and volunteers and ensure that refresher training is received annually.

· Conduct DBS checks for all new staff, governors, trustees and volunteers as required.

· Maintain the staff list on the DfE website to ensure staff records for the school are current and use to check eligibility to teach/prohibition from teaching.
· Check DBS update Service regularly for staff on Update Service

· Oversee Safer Recruitment training
Absence Monitoring to include:

· Keep a record of all staff absences (not just sickness), maintain associated data on SIMS and produce monthly reports for Senior Leadership Team and the monthly absence returns to WSCC.

· Hold Statement of Concern meetings with staff – as directed by the CEO/HOS and Chief Operating Officer
· Issue Return to Work (RTW) proformas to Trust Line Managers post team member absences and record their completion. Review the RTW to ensure any adjustments are reasonable.

· Request Occupational Health referrals for existing staff as directed by the CEO/HOS and Chief Operating Officer.
· Maintain the third party insurance database (SAS) to ensure Trust staff details are current and notify them of extended absences, including maternity, to ensure that insurance claims are met.
Additional duties:

· Check the monthly payroll report with the Chief Financial Officer (CFO) to ensure accuracy

· Provide data for the biannual SPPC including data for the Annual Human Resources Report.


	General:
	· Maintain professional and technical knowledge by attending workshops and courses as necessary.
· To carry out duties to assist with the smooth running of the Trust as directed by the CEO and Operations Director.




PERSON SPECIFICATION
	Area  
	Essential   
	Desirable   

	Qualifications  
	· Educated to degree level or similar.  

· M/FCIPD qualified (or willingness to complete).  
  
	  

	Experience
   
	· Consider prior experience of working at HRBP/HR Manager level, either in the private or public sector.
· Experience of working with trade unions.  
	Experience working in multisite setting.  

  Experience of working in an educational/ public sector 

environment 

	Knowledge/  

Skills  
	· Strong working knowledge of current HR legislation and a proven ability to apply this knowledge in practice.  

· Understanding of national terms and conditions of employment and awareness of the education legislation that impacts on employment of staff in schools.  

· Full and clean driving licence and ability to travel to different sites.  

· Experience of managing change processes including restructures and TUPE transfers, as well as advising and supporting line managers in leading organisational change.  

· Good ICT skills and experience of using HR management/ record-keeping systems.  

· Excellent oral, written and analytical communication skills.  

· Ability to use own initiative and prioritise workload.  

· Ability to motivate staff and facilitate teamwork in order to achieve excellent standards of service delivery.   

· Ability to meet deadlines and to get systems and structures in place and operating effectively.   

· Ability to work effectively under pressure and achieve deadlines.   

· Demonstrate excellent judgement and ability to think creatively and imaginatively to anticipate and solve problems.  
	Understanding of the workings of a multi academy trust.  

   

	Personal attributes  
	· Persistence, optimism and resilience.   

· Positive attitude towards change.    

· Ability to deal sensitively with people.  
	  

	Continuing  

Professional  

Development  
	· Willingness to undertake additional training/staff development as appropriate.   

· Ability to reflect on and continually develop your own professional practice.   
	Evidence of recent,  

relevant  

CPD  
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