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 To develop aspirational learners who strive for excellence academically, creatively and culturally, benefitting from a wide range of opportunities led by inspirational educators.


Shirley High School
Performing Arts College

“Striving for Excellence”

Job Description:
 
Post: HR Officer 
Line Manager: School Business Manager

Purpose of the role
To provide a professional, efficient and compliant HR service to the school, acting as the main point of contact for HR matters and liaising with external HR advisors where appropriate. The HR Officer will support managers and staff across a range of HR functions, ensuring all processes are carried out in line with employment legislation, safeguarding requirements and school policies.
Key Responsibilities
HR Operations
· Act as the first point of contact for HR-related queries from staff and managers 
· Provide advice and guidance in line with school policies and procedures 
· Support the delivery of a consistent and high-quality HR service across the school 
· Maintain up-to-date knowledge of employment law and education sector guidance 
· Support managers with employee relations matters including: 
· Disciplinary 
· Grievance 
· Capability processes 
· Assist in conducting investigations, preparing documentation, and attending HR meetings 
· Liaise with external HR advisors to ensure appropriate handling of complex cases 
· Maintain accurate and confidential records of all casework

Recruitment & Safer Recruitment
· Manage end-to-end recruitment processes, including: 
· Drafting job advertisements 
· Coordinating applications and shortlisting 
· Arranging and supporting interviews 
· Ensure all recruitment processes comply with safer recruitment requirements and safeguarding legislation 
· Carry out and oversee pre-employment checks, including: 
· DBS checks 
· References 
· Right to work checks 
· Maintain the Single Central Record (SCR) and ensure it is accurate and up to date 
· Support effective induction processes for all new staff 

HR Systems & Compliance
· Maintain accurate HR records and systems in line with UK GDPR requirements 
· Ensure all HR documentation (contracts, letters, records) is up to date and securely stored 
· Produce HR data and reports as required 
· Ensure compliance with: 
· Employment legislation 
· School policies 
· Safeguarding requirements 

Organisational Support
· Support organisational change processes such as restructures or staffing changes 
· Assist with workforce planning and recruitment needs 
· Provide administrative support to the Senior Leadership Team as required 

Communication & Collaboration
· Build effective working relationships with staff and external HR providers 
· Communicate professionally and sensitively on confidential matters 

Safeguarding and Child Protection
· Promote and safeguard the welfare of children and young people in line with school policies 
· Ensure all HR practices comply with safeguarding requirements, including safer recruitment 
· Report any safeguarding concerns immediately to the Designated Safeguarding Lead (DSL) 

Additional Duties
· Undertake any other duties appropriate to the grade of the post as directed by the School Business Manager or Principal

Personal Qualities
· Professional, reliable and discreet 
· Strong attention to detail 
· Ability to work collaboratively as part of a team 
· Resilient and calm under pressure 
· Committed to supporting a positive and inclusive workplace culture Top of Form

Think Green
Support the school in promoting environmentally sustainable practices in day-to-day work.

General
This job description outlines the main responsibilities of the role and may be reviewed and amended in line with the needs of the school.
Bottom of Form


	Essential
	Desirable

	GCSE (or equivalent) Grade 5 or above in English and Mathematics
	
CIPD qualification or working towards


	Experience working in an HR environment
	
Experience working in a school or education setting


	
Strong organisational and administrative skills 

	Knowledge of local government or academy trust HR practices

	Excellent communication and interpersonal skills 
	

	Ability to handle sensitive and confidential information appropriately 
	

	Good IT skills and experience using HR systems 
	

	Understanding of safeguarding and safer recruitment in education 
	

	Ability to manage workload effectively and meet deadlines 
	




We want all at SHS to believe in and maintain the values of our school:
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Signed: ……………………………………………………………………………. Dated: …………………………………………………………….
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