
LIGHTHOUSE FUTURES TRUST
Job Description HR Officer
 
	Job Title
	HR Business Partner

	Reports to
	Business & Finance Manager 

	Terms of contract
	5 days a week (37.5 hours), term-time plus (43 weeks) 

	Pay Scale
	£30,000 - £32,500 (FTE)

	Line management
	None 

	Location 
	The college has two bases in Headingley, Leeds where the successful candidate will be located.  Occasional travel to other employer sites may be required.

	Date of compilation
	February 2026 



ROLE PURPOSE
To be responsible for all aspects of human resources practices and processes and be the go-to person for all employee-related aspects of the college.  
KEY RESPONSIBILITIES 
· Develop, implement and monitor HR strategies, policies, processes and procedures aligned with the overall college strategy 
· Ensure legal compliance throughout human resource management, including working with our appointed, external HR advisors and other professionals 
· Provide support for the Staff, Student and Family (SSF) sub-committee, ensuring that appropriate reports are provided for meetings and minutes are shared in a timely manner, as well as over-seeing the resultant action plans
· Gather and monitor appropriate staff-related metrics, providing reports to the Senior Leadership Team (SLT) and the board of trustees
· Develop the talent acquisition process and manage the staff recruitment and selection process and ensure it meets the requirements of Safer Recruitment.  To include: design and placing of job adverts; creating and managing the shortlisting process; setting up and supporting interview panels, ensuring appropriate paperwork is prepared for all panel members.
· Design and implement comprehensive employee onboarding and induction process for all new starters to include an introduction to policies and procedures, as well as role-specific activities.
· Manage the college’s Continual Professional Development programme (CPD) including identifying the training & development needs of staff members and sourcing/providing access to appropriate solutions. 
· Ensure staff personal files are accurate and up-to-date at all times, including logging and monitoring of training records and managing staff attendance/absence. 
· Manage the Single Central Register (SCR) including ensuring all employees and buddies have upt-to-date Disclosure & Barring Service (DBS) checks.
· Implement and manage performance appraisal systems and employee development programmes that drives high performance.
· Manage employee benefits scheme, including in-house benefits and those provided by external providers.
· Manage employee relations issues, including conflict resolution, disciplinary actions, and grievance procedures as well as providing support to employees in various HR-related topics such as booking leave.
· Support current and future business needs through engaging, motivating and supporting staff and nurturing a positive working environment
· Implement the college’s mental health & wellbeing and other related strategies
· Ensure the college provides a happy and productive workplace where everyone works towards realising the established mission and objectives 
· Help shape a positive culture that promotes corporate values 



HR BUSINESS PARTNER – PERSON SPECIFICATION
	

	Essential
	Desirable

	Qualifications
	A good standard of general education to min GCSE level or equivalent 

Professional qualification in HR, min level 5
	Safer Recruitment training 

Mental Health First Aid (MHFA) training 

	Experience 
	Minimum 3 years of experience in Human Resources as HR Manager or other HR Executive 

Involvement in talent acquisition/ recruitment, performance management, and employee development strategies.
Managing CPD and staff training  
	Work in an educational setting  

 


	Skills and Knowledge
	Knowledge of developing and implementing HR systems, policies and procedures  
Excellent active listening, problem-solving, negotiation and presentation skills
Strong interpersonal skills to handle sensitive and confidential situations with tact and professionalism
Exceptional organisational skills with the ability to manage multiple priorities and projects simultaneously 
Ability to use Microsoft Office software, email and internet and record accurate information on a variety of platforms - spreadsheets, databases
Excellent verbal and written communication skills, with the ability to effectively interact with employees at all levels.
A commitment to safeguarding, health and safety, data protection and equal opportunities 
	Use of HR software 

Familiarity with employment law and regulations

	Attitude 
	Ability to inspire and engage staff 
High levels of resilience and ability to remain calm under pressure  
Proactive approach with a strong sense of initiative and the ability to work independently, as well as in a team 
High level of integrity and ethical standards.
Empathetic and approachable so as to effectively support employee well-being.
	 



  
  
