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Job Description 
 
	Job Title: 
	Head of HR 

	Salary/Grade: 
	Greenheart Grade 7, NJC 29-33 (£52,413 - £56,647) pro rata   

	Contracted Hours: 
	Part-time, 0.6fte (22.5 hrs per week) (Term-Time Only)

	Academy/Team: 
	GLP Central Team 

	Location/Address: 
	Hybrid/Burntwood 

	Reports To: 
	Chief Financial & Operations Officer 


 
Greenheart Learning Partnership is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.  We therefore expect all staff and volunteers to work to and within school policies and procedures, including safeguarding, child protection and health and safety. 
 
The postholder is subject to satisfactory references, an enhanced Disclosure and Barring Service (DBS) check, medical check (PPQ), evidence of qualifications, together with verification of the right to work in the UK. 

At Greenheart, everyone is supported to become confident, creative and successful lifelong learners and active and informed members of their communities.  

This job description should be read alongside, and in conjunction with, relevant professional standards.  This job description should not be perceived as detracting from these documents.  
The job description will be subject to regular review. 
 
	Purpose of the Post: 

	To work under the direction of the CFOO and provide professional leadership and operational management that sustain the Partnership’s ongoing success and development, ensuring high‑quality people management for all members of staff.



 
	Relationships:  

	Reporting to:  Chief Financial & Operations Officer 



 






	Duties and responsibilities: 

	Overall 
This is a detailed list but is not meant to be exhaustive and the postholder will be required to support and manage all areas of HR throughout the Partnership: 
 
Leadership and Management
· Working with Directors and the support of colleagues from across the Partnership, develop and operationalise an effective People Strategy which is aligned to Greenheart’s strategic plan.  
· Meet with Regional Business Leads frequently to align and prioritise activities.
Policy and compliance
· Ensure the Trust’s HR policies and procedures are up to date, legally compliant, and consistently applied across the Partnership through, for example, an HR handbook.
· Maintain awareness of changes in employment law and ensure the Partnership responds appropriately.
· Support the Partnership with union relations, including engagement with recognised workplace organisations and any collective consultation processes.

Accurate Record Keeping and Process Management 
  Manage an end-to-end process for all HR elements demonstrating a commitment to safeguarding, ensuring the completion of DBS checks and the Single Central record at Partnership and academy level.  

Ensure that correspondence, enquiries, and problems are dealt with swiftly and in an appropriate manner and that strict confidentiality is always maintained, including the management of confidential papers and files. 

Continuous checking and updating of key tables and information held on our HR and pay related systems.

  Ensure job descriptions for all positions within the Partnership are relevant to the needs of the Partnership and are stored within the HR system. 
  Manage relevant documents including contracts of employment for new starters, contract variation letters and termination processes and appraisal as required within the required timescales.
  Collate staff insight through employee surveys, discussions and meetings, making recommendations for developing good practice.
  Provide a monthly reporting and monitoring processes for key employment issues including sickness absence monitoring.
  Manage Greenheart staff, pay and benefits package.

Health and Safety Strategy 
·  Working in partnership with the Head of Operations, provide advice and support to ensure compliance with legal and regulatory obligations, making recommendations to enhance practice.

· Support investigations as required into accidents and incidents, in partnership with operational colleagues.
Casework and employee relations
· Advise and support HTs with employee relations issues including performance management, disciplinary, grievance and redundancy. 
· Hold and manage a portfolio of live HR casework across Partnership schools, including investigations, disciplinary and grievance procedures, and absence management.
Provide expert advice and support to the Partnership’s Senior leadership and line managers on HR matters, ensuring consistent application of trust policies and procedures through training and support with the management/maintenance of workflows for academies. 
· Liaise with the Partnership’s external HR advisers on complex legal matters. 
· Ensure all casework is documented thoroughly and stored securely in line with relevant policies and regulations such as GDPR and document retention. 

 Payroll and Pensions
· Support the Head of Payroll and Pensions and the Payroll Officer to enable payroll to run accurately and on time each month through accurate employee pay contract details being recorded on the payroll system. 
·  Support the preparation for year-end audit and other returns and reports as required.



	

Other Duties & Responsibilities 
· Actively represent and promote the ethos and values of the Partnership and promote and act at all times in accordance with our policies, i.e.. Safeguarding, Health & Safety and Equal Opportunities.  



	· To maintain personal and professional development to meet the changing demands of the job, participate in appropriate training activities and encourage and support staff in their development and training.  
· To ensure compliance at all times with GLP policies, especially those regarding Employment, Health & Safety, Equal Opportunities and Safeguarding, ensuring best practice as an integral part of all service delivery. 
· To demonstrate a commitment to a systematic study of own practice and performance with a consequent programme of continuous professional and self-development in line with GLP and professional development priorities. 
· To undertake such other duties as may reasonably be regarded as within the scope of the duties and responsibilities and grade of the post as defined, subject to any reasonable adjustments under the Equality Act and the proviso that normally any changes of a permanent nature shall be incorporated into the job description in specific terms. 
 
Safe Working Practices for Adults working with Children - It is the responsibility of each employee to carry out their duties in line with Greenheart’s ethos and culture of safe working practices for Adults’ working with Children and be sensitive and caring to the needs of the disadvantaged, promoting a positive approach to a harmonious working environment. Each employee should act as an exemplar on these issues and must, where appropriate, identify and monitor training for themselves and any employees they are responsible for. 
 
General Data Protection Regulations - The post holder is required to comply with i) GDPR regulations (EU) 2016/679) (unless and until the GDPR is no longer directly applicable in the UK); and then (ii) any successor legislation to the GDPR or the Data Protection Act 1998, including the Data Protection Act 2018). The postholder is to maintain awareness of Partnership policies and procedures in this area, including the Freedom of Information Act. Attention is specifically drawn to the need for confidentiality in handling personal data and the implications of unauthorised disclosure.  
 
Fluency - This post is covered by Part 7 of the Immigration Act (2016) and therefore the ability to speak fluent and spoken English is an essential requirement for this role. 
 
Equality and Diversity – There is a requirement for the post holder to promote the equality and diversity agenda within their own role and areas of responsibility and across the Partnership. 
 
Health and Safety - The postholder must at all times carry out his/her responsibilities with due regard to the Partnership’s policy, organisation and arrangements for Health and Safety at Work. 
 
Pension – The postholder will be enrolled into the Local Government Pension Scheme (LGPS). 
 
Annual Leave – The Partnership’s holiday year runs between 1 September and 31 August. The employee is entitled to holiday under the Greenheart Central Staff holiday entitlements. The postholder is required to take holiday in periods that limit the impact to the normal running of the Partnership. 
 
Notice Period –The postholder is subject to a 3-month notice period. The Partnership reserve the right, by written notice, to place the postholder on ‘Garden Leave’ for the whole or part of the remainder of their employment. The postholder will continue to receive basic salary and all contractual benefits in the usual way and subject to the terms of any benefit arrangement. 
 
Flexibility – All staff within the Greenheart Family will be expected to accept reasonable flexibility in working arrangements and the allocation of duties to reflect the changing roles and responsibilities.  


 
The need for flexibility, accountability and teamwork is required. The postholder is expected to carry out any other related duties that are within the employee's skills and abilities, commensurate with the post’s grade and whenever reasonably instructed. 
 
This job description sets out the duties of the post at the time when it was drawn up. Such duties may vary from time to time without changing the general character of the duties or the level of responsibility entailed. Such variations are a common occurrence and cannot in themselves justify a reconsideration of the grading of the post.   
 
The job description will be reviewed regularly to ensure that it relates to the role being performed and to incorporate reasonable changes that have occurred over time or are being proposed.  This review will be carried out in consultation with the postholder before any changes are implemented. 
 
	Developed by: 
	Director of People 
	Date of issue: 
	June 2026

	Signature of postholder: 
	 
	Date of signature: 
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