
Job Description                                                          
	Post Title

	Human Resources Manager 

	Job Evaluation

	E00217

	Grade

	Grade 9

	Service

	Education 

	Service Area

	Schools 

	Reporting to

	Executive Head Teacher 

	Location

	The Woodlands, Ferryhill

	Disclosure and Barring Service (DBS)

	This post is subject to a disclosure.



Description of role

Undertaking and maintaining a role in the continuous development and deliverance of the HR commitment to support the school’s aims and objectives with particular emphasis on efficiency and transformation, quality assurance and professional development.

The post holder is expected to cover the full range of employee relations issues.

To prioritise and plan their work associated with a wide range of tasks fundamental to an efficient and effective service to all internal and external customers.

Duties and Responsibilities

Listed below are the responsibilities this role will be primarily responsible for:

· Provide support to the Senior Leadership Team in relation to all aspects of the HR Advice and Support function

· Assist SLT in the development of HR strategy, policy, procedures, guidance documentation and management systems

· Provide HR operational advice, guidance, assistance and support as appropriate 

· Provide SLT with advice and support in order to improve attendance at work

· Take a lead on and support managers to undertake formal investigations and provide HR support at formal hearings

· Lead and/or assist with the delivery of specific HR activities/initiatives as directed including Disciplinary, Grievance, Capability, Attendance Management, Flexible Working, Restructuring, Mediation and Conflict resolution

· To assist with undertaking transformational projects within the school and support the development initiatives and cultural change

· Review, monitor and audit conformance with policy and management system requirements

· Analyse appropriate workforce data to measure and track service performance

· Work with SLT to identify good practice, trends and areas of concern. Based on the analysis agree and implement planned interventions where necessary with the emphasis being around enabling managers to manage

· Represent the school on working groups, committees where appropriate etc

· Work with outside agencies and organisations e.g. DCC, Trade Unions and the general public

· Support the development of equality and diversity issues

· Develop and deliver training as required.

All employees have a responsibility to undertake training and development as required.  They also have a responsibility to assist, where appropriate and necessary, with the training and development of fellow employees.

All employees have a responsibility of care for their own and others health and safety.

The above is not exhaustive and the post holder will be expected to undertake any duties which may reasonably fall within the level of responsibility and the competence of the post as directed by the Head of Service.

Variation may also occur to the duties and responsibilities without changing the general character of the post.


Organisational Responsibilities

Values and behaviours
To demonstrate and be a role model for the school’s values and behaviours to promote and encourage positive behaviours, enhancing the quality and integrity of the services we provide.

Smarter working, transformation, and design principles
To seek new and innovative ideas to work smarter, irrespective of job role, and to be creative, innovative and empowered. Understand the operational impact of transformational change and service design principles to support new ways of working and to meet customer needs.

Communication
To communicate effectively with our pupils, colleagues, managers and partners and to work collaboratively to provide the best possible service. Communication is imperative in providing the best possible service to our school.

Health, Safety and Wellbeing 
To take responsibility for health, safety, and wellbeing in accordance with the school’s Health and Safety policy and procedures. 

Equality and diversity
To promote a society that gives everyone an equal chance to learn, work and live, free from discrimination and prejudice and ensure our commitment is put into practice. All employees are responsible for eliminating unfair and unlawful discrimination in everything that they do.
 
Confidentiality
To work in a way that does not divulge personal and/or confidential information and follow the school’s policies and procedures in relation to data protection and security of information.

Performance management
To promote a culture whereby performance management is ingrained and the highest of standards and performance are achieved by all. Contribute to the school’s Performance and Development Review processes to ensure continuous learning and improvement and to increase organisational performance.

Quality assurance (for applicable posts)
To set, monitor and evaluate standards at individual, team and service level so that the highest standards of service are delivered and maintained. Use data, where appropriate, to enhance the quality of service provision and support decision making processes.

Management and leadership (for applicable posts)
To provide vision and leadership to inspire and empower all employees so they can reach their full potential and contribute to the school’s values and behaviours. Managers and leaders must engage in personal development to ensure they are equipped to lead transformational change; always searching for better ways to do things differently to meet organisational changes and service priorities.


