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INFINITY ACADEMIES TRUST HR (PEOPLE) OFFICER – Fixed Term until 31st August 2026.
 37 Hours per week – 52 weeks per year with 25 days annual leave (not including bank holidays) pro-rata for the fixed term period.
Grade 5 Pt 12 - 15 £27,254- £30,024
The HR Officer is a key role in the Infinity Academies Trust Core Team. Reporting to the HR Manager, the HR Officer will support the HR function for the academies within the organisation. The role will include but not be exhaustive but will operate and support a comprehensive support service to the Headteacher’s, Staff, Trustees and academies.
 Primary responsibilities and duties 
• Utilise HR knowledge to support various functions including, recruitment, onboarding, performance management and employee relations 
• Implement and update HR policies under the direction of the HR Manager in line with legal and educational guidelines 
• Work closely with staff to ensure a positive and supportive work environment 
• Maintain accurate records within the Trust HR system and access data as instructed to provide key metrics and insights for decision making processes as instructed by the HR Manager 
• Maintain the individual Single Central Record’s (SCR’s) for sites using the Trust approved templates and software 
• Support with absence management processes under instruction and guidance from the HR Manager 
• Support all aspects of Trust payroll processes 
• Undertake a diverse range of administrative duties within the Trust, to ensure well-presented and accurate correspondence, reports and other documentation as directed by the Core Services Team leaders and Directors. 
This role has flexibility you will be based at our Head Office in Boston, Lincolnshire and there may be the opportunity to work at home up to two days per week, this will be determined to meet the needs of the organisation and through consultation with the department lead.
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