Person Specification
	Attributes
	Essential
	Desirable

	Qualifications





	· CIPD Level 3 or equivalent in a related subject
	· CIPD Associate Diploma in People Management (Level 5) or equivalent; or CIPD Associate Diploma in Organisational Learning and Development (Level 5) or equivalent
· Associate Member of CIPD or other relevant professional body. 

	Experience






	· Experience of working in a school environment 
· Experience of managing complex employee relations cases including disciplinary, grievance, capability and absence management 
· Experience of providing support to resolve client based problems
· Experience of developing and providing efficient, high quality professional services to customers
· Producing reports and presenting findings
· Experience in advising senior leaders on complex HR matters and working in partnership to achieve positive outcomes.
· Experience of working with Trade Unions
· Experience of organisational change
· Experience of managing and delivering effective recruitment and selection processes
	· Contribution to the development of HR projects, policies, procedures and/or guidance documents and support materials
· Experience of interpreting policies and guidance and implementing appropriate steps/strategies
· Delivery of HR training to Senior Leaders
· Delivery of mediation/conflict resolution training


	Skills and Knowledge 






	· Thorough and up to date knowledge and understanding of employment law 
· Problem solving and organisation skills
· Excellent communication and presentation skills 
· Able to use IT e.g. Microsoft Office, Word/Excel
· Ability to plan and organise own workload
	· Knowledge of terms and conditions of employment across a wide range of employee groups


	Personal Qualities






	· Ability to relate to people at all levels of the organisation
· Able to prioritise work and meet deadlines
· Able to work alone as well as part of a team
· Able to work under pressure
· Self-motivated
· Customer orientated
· Ability to cope with change
· Flexible approach to work as duties will require work outside normal hours i.e. evening meetings
· Committed to the principles of equality and diversity
· Access to a car or means of mobility support (if driving then must have a current valid driving licence and appropriate insurance)
	



