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Trust HR Officer


Forward Education Trust Head Office
Head Office Leycroft Avenue, Tile Cross, Birmingham. B33 9UH


JOB DESCRIPTION


	Job Title
	Trust HR Officer

	Salary
	£34,409 - £42,216 / Range F Points 30 - 39

	Contract Type
	Permanent – 36.5 hours per week – Full Time, full year This post may include visiting our academies.
For the right candidate there may be the opportunity to undertake an apprenticeship in Human Resources



JOB DESCRIPTION AND PURPOSE:
· Support the Head of HR team by providing accurate and timely information and advice.
· Demonstrate capability to support administration of compliant HR practice to enable the development of the Trust and its staff, for the benefit of our pupils.
· Be an effective team member; adaptable, organised and be able to work with a high level of accuracy, privacy, and confidentiality.
· Be accountable for the quality of work delivered personally and meet deadlines set.

REPORT TO: Head of HR
RESPONSIBLE FOR: HR Support Officers x 2 in conjunction with the Head of HR

DUTIES AND RESPONSIBILITIES
HR Administration
· Be a primary point of contact, in support of the Head of HR, regarding any HR related matters raised, take effective notes and answer queries within your scope of knowledge and responsibility in a timely and efficient manner.
· Act as the lead contact with the payroll bureau to ensure accurate administration of payroll, pensions, and other benefits applicable to employment, taking responsibility of checking the payroll for internal final approval by the Head of HR.
· Support the Head of HR, schools, and central team in delivery of a robust performance management and appraisal process.
· Accurately maintained HR and personnel records on Trust systems.
· Produce any communication required, electronic or by letter in relation to HR matters.
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· Support the Head of HR in the management of attendance of staff, enabling colleagues to have access to wellness services, at the same time as fairly and robustly applying policy and process.
Employee Relations
· Be a point of contact, in support of the HR Team, to field any matters raised, take effective notes and pass on any queries in a timely and efficient manner.
· To support the Head of HR with the management of formal ER matters, including managing attendance processes, disciplinaries, grievances, performance management, and flexible working requests.
· Support the Head of HR in the continued development of Employee Questionnaires and responses, informing Trustees of initiatives which will support well-being, in pursuit of our desire to be an employer of choice.
Policy & Procedure
· Develop and maintain a central library of HR templates, forms, policies, and other resources in an accessible format to all users and wherever practicable, these are built into Trust systems, ensuring regular review and update in conjunction with the Head of HR.
· Support the Head of HR to continually develop well-being strategy and policy, including promoting the take-up of existing benefits to ensure they have the greatest beneficial impact for our staff.
Recruitment
· Support the Head of HR, Schools, and Trust Central Team on all aspects of recruitment including.
· Preparing adverts and posting vacancies online
· Supporting hiring managers with administration for the shortlisting process
· Supporting hiring managers with interview process arrangements
· Supporting the new employee onboarding process including drafting offer letters and completing vetting checks.
· Entering new starters into relevant HR systems
· Deliver excellent service and promote consistency amongst schools throughout the recruitment process leading to successful onboarding of new starters.
· Ensure that all Trust Safer Recruitment protocols are adhered to and any concerns during the process are highlighted in a timely manner to the Head of HR.
· Ensure internal support of other operational functions, ensuring that the induction for all staff is complete and recorded accurately.
· Support the wider HR team, manage the inventory/starter processes for all new recruits to ensure appropriate IT access and equipment is ready for start date.
· Support Line Managers in ensuring that the probation process is complete.
Data, Information & Statutory Returns
· In conjunction with the Head of HR ensure all Trust systems are maintained and updated in line with Trust policies and processes.
· Ensure pro-active notifications are embedded into Trust processes and systems to support schools with contract / employee management (annual leave, increases, temporary contract, sickness monitoring etc.)
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· With the Head of HR support schools to ensure that each of the Single Central Record trackers are maintained so that they are compliant with internal and OFSTED and Trust requirements.
· Undertake periodic compliance checks to ensure the individual schools / Trust are operating within statutory guidelines and in support of Trust vision (for example turnaround of contracts, SCR maintenance).
· Support the Head of HR in completion of statutory returns, including but not limited to School Workforce Census, Gender Pay Gap Reporting and Apprenticeship Levy Reporting.
· Ensure compliance with all aspects relating to GDPR.
· Ensure that working practice reflects vigilance with regard to cyber security.
Support to the HR Team
· Support the development and co-ordination of staff training, which builds knowledge and awareness, particularly in reference to HR and management practice.
· Provide support with preparation for formal meetings, note taking and follow-up relating to HR procedures.
· Collaborate with colleagues to establish monitoring and reporting mechanisms, incorporating Trust systems to build efficiencies.
· Have responsibility for processing leave requests following authorisation by Line Managers
Absences Management
· Support schools effectively regarding absence management and any matters relating to employee well-being.
OTHER RESPONSIBILITIES
1. Be active in their own personal and professional development.
2. To co-operate in any staff development activities required to effectively carry out the duties of the post and to participate in the Trust appraisal process. Where the post holder does not hold a fully recognised HR qualification work based CPD can be undertaken to support professional development and keep up to date with HR requirements.
3. To be available at key financial periods of the year.
4. To undertake other various responsibilities or tasks as directed by the Head of HR.
5. To be aware of and comply with all Trust policies and procedures and particularly relating to HR, Child Protection, Health & Safety, security, confidentiality, and Data Protection, reporting all concerns to the Head of HR.
6. Take responsibility for safeguarding the welfare of all children you are responsible for or come into contact with including reporting any child protection issues or concerns to the schools’ Designated Safeguarding Leads.
7. To contribute to the overall ethos/work/aims of the Trust.
8. Build meaningful working relationships with colleagues at Trust Office and each school and support them with financial matters.
9. Ensure confidentiality at all times.
10. Any other duties as commensurate with the post.

[image: ]

ANNUAL LEAVE
11. There is an expectation that up to 5 days annual leave may be needed to cover the Christmas closure period.
12. There is an expectation for the postholder to be available at key periods of the year relevant to the recruitment cycle applicable in schools.

REVIEW AND AMENDMENT

This job description is normally subject to annual review. It may be amended at the request of the CEO or the post holder but only after full consultation with the post holder.

This job description is current at the date shown. It will be reviewed at least annually and, in consultation with you, it may be changed to reflect or anticipate changes in the job commensurate with the grade and job title.


PERSON SPECIFICATION
JOB TITLE - Trust HR Officer

	Criteria
	Essential
	Desirable

	Education, qualification, and professional development
	· Willing to undertake/work towards a relevant professional qualification

· English and Maths GCSE Level 4

-CIPD Level 3 Foundation Certificate in HR or equivalent experience
	· CIPD Level 5 Associate Diploma in People Management (or working towards)

· ICT GCSE Level 4 or equivalent

	Experience, professional skills and knowledge
	· Strong ICT, people, and communication skills

· Good knowledge of HR systems, practice, and management

· Experience of working in a busy HR office environment
	· Experience in improving internal HR management and systems

· Experience of HR admin in education

· Knowledge of current employment law

	Personal qualities and attributes
	· Ability to work without direct supervision

· Attention to detail

· Excellent interpersonal and communication skills including the ability to relate well to people on all levels.
	· Shows drive, enthusiasm, and commitment in the achievement of objectives

· Collaborative working style



[image: ]

	
	· Ability to work to tight deadlines and remain calm under pressure

· Ability to work within a team effectively

· Strong analytical skills and ability

· Committed to high professional standards

· Well organised and efficient

· Work flexibly and have an approachable manner

· Demonstrates a strong commitment to education and to the ethos of the Schools / Trust

· Emotional resilience and ability to build and form professional working relationships within operational boundaries

· Other travel may be required e.g., to schools and to support knowledge sharing

· Work flexibly as required in support of the duties of the role
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