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Bushey Meads School

Job Description
HR Manager
	Post Title
	Human Resources Manager

	Purpose
	· To provide HR and Administrative support to Bushey St James Trust.
· To support the Executive Principal, Headteacher and SLT across the Trust with HR advice with regard to all HR and employment law matters to ensure compliance and to support effective management decisions.

· To be responsible for all HR activities across the Trust.

· To ensure that all Trust HR related policies and procedures are kept up to date.

· To manage recruitment across the Trust.

· To line manage roles as indicated below.

· To maintain an accurate single central record on behalf of the Governors and Trustees to meet OFSTED standards and safeguarding requirements.

	Reporting to
	Executive Principal

	Line Management of
	The HR Team for Bushey St James Trust

	Liaising with
	Executive Principal / Headteacher / Senior Leadership Team/ Finance Manager, teaching and associate staff, LA representatives, external agencies, students and parents

	Working Time
	37 hours per week, all year  

	Salary/Grade
	M1 (depending on skills and experience) + Fringe allowance, paid pro-rata for the hours worked

	Disclosure Barring Service
	Enhanced

	MAIN (CORE) DUTIES

	Operational,  Strategic Planning:

	· To support line managers across the Trust to have effective management conversations with staff.

· To support the Executive Principal, Headteacher and Finance Manager in developing an HR strategy for the Trust moving forward.

· To keep up to date with HR/employment legislation changes through the use of publications, internet, and HR Advisors.

· To provide advice and support to all staff showing professionalism, compassion and integrity at all times.
· To provide reports to the Local Governing Body and Trust Board regarding HR related matters as required. 

· Leadership of the HR Team across the Bushey St James Trust.

· To maintain up to date HR policies on behalf of the Trust ensuring their timely review and, once agreed, publication to staff.

· To be responsible for all aspects of the internal and external recruitment process across the Trust to ensure vacancies are resourced with high quality staff.

· To manage and report absence across the Trust on behalf of the Executive Principal, Headteacher, Trustees and Governors according to our Health and Attendance Policy.
· To be responsible for the completion of all HR related paperwork ensuring that it is correctly authorised and accurately submitted by the HR team.
· To manage the recruitment budget ensuring best value at all times.

· To ensure that the Trust follows the correct safeguarding procedures with regards to the recruitment of staff.

· To ensure the accurate maintenance of the Single Central record on behalf of Trustees and Governors and monitor the accuracy of input.  Ensure a meaningful audit process is in place to meet requirements.
· To provide the relevant paperwork in relation to Exit Questionnaires and Interviews for staff across the Trust.

· To provide the relevant paperwork related to Associate Staff probationary periods according to Trust Policies.

· To manage and compile payroll preparation, completing reports, maintain records with the assistance of the HR Officer.
· To oversee and manage the Pension Auto-enrolment process in line with legislation with the assistance of the HR Officer.
· To provide support to the Finance Manager as required.

· Any other appropriate tasks as required by the Executive Principal, Headteacher or Finance Manager.

	Staff Development:

	· To take part in the school’s staff development programme as appropriate by participating in arrangements for further training and professional development

· To work as a member of a designated team and to contribute positively to effective working relations within the school
· To engage actively in the Performance Appraisal Review process
· To attend relevant in-service training and regular learning support meetings

	Standards and quality assurance:

	· Support the aims and ethos of the school
· Set a good example in terms of dress, punctuality and attendance
· Follow and uphold school policies
· Participate in staff training as appropriate

	Communication:
	· To follow agreed policies for communications in the school
· Attend meetings as required 

· Build effective links and communication between Hertfordshire County Council, other external agencies, governors and parents/carers as required
· To have an awareness of procedures at formal meetings and an ability to advise a chairman on appropriate actions to be adopted for an item on the agenda
· To be aware of in-school procedures and confidential issues and to keep confidences appropriately


	Other Specific Duties:

	· to play a full part in the life of the school community, to support its Strategic Commitment, Purpose and Intent and to encourage staff and students to follow this example

· to promote actively the school’s policies

· to comply with the school’s Health and Safety Policy and undertake risk assessments as appropriate

· to attend meetings as determined in the meetings policy and as directed by the Executive Principal
· to comply with the school’s procedures concerning safeguarding and to ensure that training is accessed

	All Associate Staff may be required, from time to time, to work as directed by the Executive Principal to provide cover for administrative functions within the school.  This may include exam invigilation, student supervision and other duties not normally detailed elsewhere within their job description.
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