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Description automatically generated]Infinity Academies Trust
HR Manager 
37 Hours per week – 52 weeks per annum * 
Grade 10 Pt 27-30  £ £42,839 - £47,181 Full Time Salary

The Human Resources (HR) Manager is key to the success of Infinity Academies Trust.  Reporting to the Finance & HR Director, the HR Manager will provide a cost-effective operational and strategic HR service for the Trust.  They will support recruitment, performance management, training and development, and compliance within the Trust, keeping the Trust abreast of employment law changes.  The HR Manager will work with executives to develop current policy, but will have the confidence and experience to manage the HR function independently within the Trust and the ability to work collaboratively with other managers and Directors. 

Primary responsibilities and duties 
· Work closely with the Finance & HR Director to ensure that the appropriate HR strategies and initiatives are in place to achieve the Trust’s strategic and operating plans. 
· Advise on employment law changes and HR best practice on employment-related policies, procedures, and practices for the Trust, including the updating of the Staff Handbook. 
· Advise managers on employment issues, including disciplinary and grievance procedures, discrimination, redundancies and dismissals, consulting with the Trust’s external advisors when necessary. 
· Oversee the recruitment process, ensuring compliance with legislation and best practice. 
· Review and manage the HR software and electronic documents held in the HR office in accordance with the Trust’s Records and Retention Schedule. 
· Ensure that HR policies and practices respect the Trust’s commitment to equality and inclusion of all its members. 
· Oversee the administration of starters and leavers, including the preparation and processing of offer letters, contracts of employment and termination letters for all employees, ensuring that they comply with current legislation, policies and procedures, liaising with Finance team and other departments as necessary. 
· Assist the Core Services Team with HR administration in relation to Directors. 
· Develop relationships and regular liaison with Trade Unions as and when necessary.
· Ensure that eligibility for employment and reference checks are undertaken for all new staff. 
· Manage the Trust’s registration relating to employment under the points-based immigration system. 
· Support management throughout the Trust, including monitoring and managing probationary requirements and ensuring managers undertake regular and effective performance development reviews, producing a Trust-wide training plan, as appropriate. 
· Manage the coordination, development, delivery and evaluation of relevant training and development, focussing on management development and performance management initially. 
· Administer and oversee the communication of information about and raise awareness of existing staff benefits, including notification of eligibility for the Trust’s Pension Schemes. Periodically conduct a job evaluation and salary benchmarking exercise to ensure attraction and retention and re-alignment, as necessary. 
· Provide HR advice and appropriate support to members of staff at their request. 
· Lead on HR projects including employee engagement, wellbeing and staff benefits and best practice.
· This role has the flexibility to work from a base, with some travel to our academies and Head office but there is the ability to work from home for part of the working week.

Person Specification 
	Essential
	Desirable
	Measure

	Qualifications

	· CIPD Level 5 or be actively working towards it.
 
	· Educated to degree level or equivalent 

	Application Form/Interview

	Experience

	· Significant experience of working in an HR advisory role
· Experience of contributing to organisational strategy and priorities

· Experience of using computer-based HR software and packages.

	· HR experience within education/public or charity sector

	Application Form/ Interview

	Knowledge

	· Evidence of continuous professional development 
· Strong communication and influencing skills 
· Excellent written and numerical skills 
· A strategic thinker with a creative and pragmatic approach to problem solving 
· Sound knowledge of current employment law, best practice and current thinking in HR management 
· Proven track record of improving staff appraisal, performance management, reward and recognition schemes 
· Good working knowledge of word processing, spreadsheet, database, and e-mail systems 

	· Experience of designing and delivering training and staff development programmes 
· Experience of managing change sensitively 
· HAY or other job evaluation experience 
	Application Form/Interview


	Personal Attributes

	· Ability to prioritise workload and work to deadlines 
· High degree of professionalism and personal integrity 
· Exercise complete discretion and confidentiality at all times 
· Approachable and able to articulate and present effectively to peers and senior management
· Demonstrate a strong customer focussed approach to all 
· Willing to act on own initiative and on behalf of the Senior Management team 
· Sound planning, research and organisational skills 
· Willingness to proactively embrace change 
· Assertive and resilient 
· Willingness to adopt a flexible and collaborative approach to tasks 
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