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People & Culture Manager 

AAT Central office- with regular travel to a 
designated cluster of Trust schools 
Permanent- Full Time (Flexible working and 
TTO Considered)  

37 hours per week 

Head of People & Culture 

AAT I.29-I.33 (£47,990-£53,446 per annum, dependent on experience)  

Local Government Pension Scheme 

 



 

 
  People Strategy and Leadership 

 
 Partner with the Head of People and Culture to shape and deliver People strategy 

across the designated cluster of schools. 
 Champion continuous improvement in the Trust's People and Culture processes 

and ways of working. 
 Help organise key Trust-wide events, including the Recruitment Fair and Trust Day. 
 Line manage People and Culture Officers and the Administrators, supporting their 

ongoing development through coaching and regular one-to-ones. 
 Drive a strong performance management culture, promoting clear career pathways 

across the Trust. 
 Identify learning and development needs across the cluster, and design and deliver 

training for staff on a range of HR and people-related topics. 

Compliance and Reporting 

 Review and develop people-related policies, keeping them aligned with current 
employment law. 

 Keep employee records accurate through regular audits, including managing 
personnel files on SharePoint. 

 Maintain oversight of the Trust's Single Central Register (SCR), completing checks 
and gathering information where needed. 

 Partner with People and Culture Officers to deliver accurate, compliant new starter 
processes in line with Keeping Children Safe in Education, including pre-
employment checks, references, DBS, right to work and overseas sponsorship. 

 Update the Trust's People KPI data monthly, and produce biannual reports for the 
People and Remuneration Committee. 

 Produce ad hoc reports for senior leadership as required. 

Employee Relations 

 Manage complex employee relations cases, including disciplinaries, capability, 
grievances and absence management, ensuring cases are handled efficiently, 
sensitively and in line with Trust policies and employment law. 

 Manage and co-ordinate Occupational Health referrals and assessments for staff 
across the cluster. 

 Provide expert HR advice to school leadership teams, promoting consistency and 
fairness in decision-making. 

 Lead end-to-end case management on sensitive HR matters, escalating where 
necessary. 

 Support the delivery of any change management processes, including restructures, 
redundancies and TUPE, in line with Trust policies and employment law, consulting 
with recognised trade unions and staff representatives as required. 

 Monitor employee relations trends, spotting risks early and advising on proactive 
strategies to maintain a positive employee relations climate. 

 Support on internal investigations. 
 Support and advise chairs of hearing panels, ensuring processes are fair, consistent 

and well documented. 



 

 
 

Payroll / Budgetary Support 

 
 Build a close working relationship with the Finance team, ensuring budgets and payroll 

are aligned and accurately managed across the cluster. 
 Support schools within the Trust with their monthly payroll processing where required. 
 Offer support and guidance to schools within the Trust on payroll-related matters 

(pensions, staff benefits, salary sacrifice). 
 Support the Head of People and Culture to ensure there is a consistent approach to 

payroll decisions across the Trust, including overtime payments, maternity, paternity, 
shared parental leave and sickness entitlement. 

 Carry out regular internal audits on payroll and People and Culture processes across AAT 
schools, ensuring legislative and awards requirements (tax, NI and superannuation etc) are 
met in line with the Trust's Single Employer responsibilities. 
 

Recruitment 
 

 Complete Safer Recruitment Training and ensure relevant staff are trained. 
 Advise Headteachers on recruitment and workforce planning across the cluster. 
 Guide Headteachers through recruitment and selection processes. 
 Build and maintain a preferred suppliers/contractors list. 
 Keep recruitment consistent and compliant with safeguarding requirements across the 

Trust. 
 Champion the Trust's equal opportunities policy, helping attract a diverse, high-calibre 

range of applicants. 
 

Employee Wellbeing & Experience 

 Develop and lead the Trust wellbeing framework and initiatives, in line with Trust-wide 
priorities set with the Head of People and Culture. 

 Oversee staff engagement across the cluster's schools, including surveys and action 
planning. 

 Use workforce insight to drive improvements in engagement, morale and culture. 
 Connect staff with the right support, including mental health resources and the Employee 

Assistance Programme (EAP). 

 



 

  

 

 

 

Pay and Benefits 

 Co-ordinate salary uplifts for teaching and support staff. 
 Support benchmarking and reporting on pay across the Trust. 
 Manage pension administration (LGPS and Teachers' Pensions) for staff across the 

cluster. 
 Lead the annual pay review process, working with schools to finalise pay proposals in line 

with Trust policy. 
 Promote employee benefits, helping staff understand and access what's available to 

them. 
 Advise on pay-related queries, ensuring fairness and consistency against Trust policy and 

external benchmarking. 
 Champion reward and recognition initiatives that reflect the Trust's commitment to 

valuing its people. 

 



 

 

Qualifications and Experience 

Confident and diplomatic, able to facilitate discussions with individuals and groups 
with patience. 
Willingness to attend training and development as required. 
'Can do' attitude. 
A strong team player who will contribute to the wider development of the Trust. 
Will always demonstrate professionalism and confidentiality. 
Commitment to safeguarding and promoting the welfare of children and young 
people. 
Ability to motivate others. 
Flexibility of approach, including willingness to travel regularly across a cluster of Trust 
schools. 
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Skills and Knowledge 

Keen organisational skills, able to multitask and manage a diverse workload 
under pressure.  
Experience of managing projects 
Excellent communicator, both verbally and in writing, confident engaging 
with a wide range of stakeholders 
Quick-thinking, able to respond effectively and sensitively under pressure 
Strong customer service focus, consistently delivering to and beyond 
expectations  
Effective time management and prioritisation, able to work to deadlines 
Competent in Microsoft Office and Excel  
Uses initiative confidently to solve problems and engage stakeholders 
Excellent attention to detail.  

Personal Qualities 

 

GCSE English and Maths Grade C or equivalent and above 
CIPD Level 3 or equivalent qualification  
CIPD Level 5 or equivalent qualification (or working towards)  
Experience of working in a school or multi-academy trust 
Experience managing a team 
Experience working with senior members of staff  
Two years’ HR Experience, including within multi-site or cluster 
environment 
Enhanced DBS check (or willingness to obtain one)  
Full UK Driving license and access to a vehicle insured for business use.  
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