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Cardinal Griffin Catholic College is committed to creating a diverse workforce. We’ll consider all qualified applicants for employment without regard to sex, race, religion, belief, sexual orientation, gender reassignment, pregnancy, maternity, age, disability, marriage or civil partnership. 


CARDINAL GRIFFIN CATHOLIC COLLEGE
[bookmark: _Hlk210662697]JOB DESCRIPTION – HR Officer 
	Post Title
	Grade
	Date

	HR Officer
	Grade 8
	February 2026



Responsible to: Principal
Catholic Ethos and Values 
To actively promote, and act as a role model of, the Catholic ethos of the school, in accordance with the College mission statement.
Statement of Purpose	
Under the direction of the School Leadership Team:
· Day to day operation of the HR function of the School, ensuring compliance with all necessary legislation and best practice;
· To support the School Leadership Team in all aspects of people management.
· To liaise with the School’s HR consultants as required.
· To contribute to the delivery of effective administration systems within the school, and to contribute to the development and monitoring of support services and/or management of some support staff. 

Support for HR Management
· Support the School Leadership Team in planning, development, design, organisation and monitoring of support systems / procedures / policies
· Maintain awareness of changing employment legislation and new developments;
· Support the process of investigating HR issues (e.g. disciplinary matters, grievance procedures);
· Attend Governors HR committee meetings, informing and advising Governors and the School Leadership Team on HR matters;
· Liaising with the Central HR team and external HR providers where appropriate;
· Maintain confidential staffing records (manual and computer);
· Ensure internal systems are updated to reflect all staffing changes (e.g. email distribution lists, telephone list, staff handbook, information on VLE and website) and effectively communicated;
· Arrange staff exit interviews, ensuring that all school property is returned;
· Support the School Leadership Team advising on HR policies and procedures and ensuring their consistent application;
· Assisting with staff wellbeing initiatives and promoting a positive working environment;
· Payroll – to ensure that accurate timely information is provided to the school’s payroll provider and pension schemes and then ensure the monthly payroll is checked and processed accurately, including pay changes, absence, overtime and deductions.

Recruitment and Retention
To manage and coordinate the recruitment process including:
· Development of new job descriptions and person specifications;
· Liaising with the Job Evaluation team regarding new support staff positions;
· Overseeing arrangements for advertising vacancies, and for interviews;
· Coordinating the recruitment and onboarding process for teaching and support staff, in line with safer recruitment guidelines:
· Manage and check the safer recruitment process including undertaking relevant checks (e.g. DBS)
· Maintain the Single Central Record in line with Ofsted Safeguarding requirements;
· Manage pre-employment checks (e.g. medical, references);
· Make arrangements for the induction of new staff;
· Ensuring progress of new staff is reviewed before probationary period expires;
· Managing employment records ensuring compliance with employment legislation.

Professional Development
· Supporting staff performance management processes, including appraisals, absence monitoring and capability procedures;
· Monitor safeguarding training of new recruits and three-yearly updates, to ensure compliance with Safeguarding requirements;
· Book training courses, ensuring bookings are within available budget, and update staff records accordingly.

Managing Attendance at Work
· Oversee leave of absence arrangements;
· Monitor staff absence levels and escalate issues to School Leadership Team as appropriate;
· Carry out Return to Work interviews;
· Ensure that support programmes are in place in order to minimise sickness absence, and support staff returning to work after long-term absence.

Support Organisational Management
· Deal with complex reception/visitor etc. matters;
· Provide administrative and organisational support to other staff;
· Analyse and evaluate data / information and produce reports / information / data as required;
· Attend meetings as required, takes notes, prepare and distribute agendas / minutes / notes;
· Provide advice and guidance to staff on complex issues;
· Act as the Health and Safety representative for the administration team, attending H&S committee meetings, carrying out relevant risk assessments, identifying training needs, etc.

Line Management

· Line management responsibility for the school’s Site Team (including the Cleaning Team) ensuring that the school is kept in good condition and that staff and students work in a safe and clean environment;
· Hold regular team meetings;
· Undertake induction / appraisal / mentoring / training of own team.

Professional Accountabilities (this list is not exhaustive and should reflect the ethos of the school)
The post holder is required to be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.  In addition, they are to contribute to the achievement of the school’s objectives through: 

Safeguarding
· Promote and safeguard the welfare of children and young persons you are responsible for or come into contact with.

Financial Management 
· Personally accountable for delivering services efficiently, efficiently within budget and to implement any approved savings and investment allocated to the service area. 

People Management 
· To comply and engage with people management polices and processes
· Contribute to the overall ethos/work/aims of the school.  
· Establish constructive relationships and communicate with other agencies/professionals.
· Attend and participate in regular meetings. 
· Participate in training and other learning activities and performance development as required. 
· Recognise own strengths, areas of expertise and use these to advise and support others. 

Equalities
· Ensure that all work is completed with a commitment to equality and anti-discriminatory practice, as a minimum to standards required by legislation. 

Climate Change 
· Delivering energy conservation practices in line with the County Council’s corporate climate change strategy. 

Health and Safety 
· Ensure a work environment that protects people’s health and safety and that promotes welfare and which is in accordance with the County Council’s Health and Safety policy.



Note 1:
The content of this job description will be reviewed with the post holder on an annual basis in line with the School’s performance and development review policy.  Any significant change in level of accountability that could result in a change to the grade must be discussed with the post holder and the relevant trade union before submitting for re-evaluation.

Person Specification
HR Officer - Level 4

	
Minimum Criteria for Two Ticks *
	
Criteria

	
Measured by


	




	Qualifications
·  Affiliate Membership of CIPD / working towards CIPD qualification or equivalent experience
·  NVQ level 3 or equivalent qualification or experience in a relevant discipline 

	

I


	





	Knowledge and Experience
· Experience of development, management and operation of efficient and effective administrative systems
· Two years’ experience working in an HR role, in a business or education environment at management level
· Good working knowledge of relevant policies / codes of practice and awareness of relevant legislation
	


AF/I

	



	Skills
· Very good numeracy / literacy skills
· Very good ICT skills
· Very good presentation skills
· Ability to manage own workload and work on own initiative
· Ability to organise, lead and motivate other staff
· Ability to work constructively as part of a team, understanding school roles and responsibilities and your own position within these
· Excellent communication and interpersonal skills
· Ability to remain calm under pressure
· Highly motivated

	

AF/I

	
	Behavioural Attributes
· Builds personal relationships with stakeholders, through regular contact and consultation
· Coaches and empowers team members to take responsibility for ensuring customer care.
· Understands the schools development plan and how it relates to team and individual objectives.
· Accepts, supports and quickly implements change
· Identifies and promotes best practice and encourage the sharing of ideas.
· Proactively seek opportunities to increase job knowledge and understanding
· Values the diversity of individuals, adaptable approach to meet individual needs and effectively utilise the diversity of team members.
· Works with others to resolve differences of opinion and resolve conflict
· Requires minimum supervision
· Takes responsibility for own and team actions
· Identifies and overcomes barriers and manage risks
· Takes quick and effective action
· Demonstrates focused implementation of role and responsibilities
· Builds strong team ethos where everyone feels valued
· Provides timely, sensitive and honest feedback on performance
· Is accountable for own development and encourages the ownership of development needs amongst team members.
	AF/I



AF = Assessed at Application Form	       I = Assessed at Interview	         T = Assessed through Test

Note 1:
In addition to the ability to perform the duties of the post, issues relating to safeguarding and promoting the welfare of children will need to be demonstrated these will include:

· Motivation to work with children and young people.
· Ability to form and maintain appropriate relationships and personal boundaries with children and young people.
· Emotional resilience in working with challenging behaviours and
· Attitudes to use of authority and maintaining discipline. 
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