[image: ]

[bookmark: _GoBack]
JOB DESCRIPTION

	Post
	HR Adviser

	Grade
	PO3

	Hours
	36 per week

	Term time pattern
	Full year

	School/Location
	Central Trust Office
(The postholder will also be required to work at other schools and sites within the Wandle Learning Trust as needed).

	Reports to
	Head of HR

	Line manages  
	Not applicable



Context
The HR Team provides a high quality and responsive HR service to all schools and services within the Trust.  The team maintain oversight of HR practices and procedures ensuring schools/services comply appropriately with the Trust’s policies and procedure, terms and conditons of work, legal compliance and regulatory requirements, whilst observing good HR practice.

Main Purpose of the Job
· To support the Head of HR to provide HR support in an advisory capacity across all schools and services of the Trust. 
· Act as a key point of contact to HR Leads to support and advise on effective HR practices and procedures across the Trust.
· To undertake HR transactional and administrative procedures in relation to the Trust’s Central Team.
· To support the production of key management information, project work and research and development for the HR service
Main Responsibilities
HR Support to Schools/Services
· Provide advice on the Trust’s pay and conditions to HR leads, Headteachers and other managers, as appropriate.
· Be the expert on all Trust wide HR transactional and administrative procedures, providing guidance, advice and support to HR Leads across the Trust. 
· Ensure HR Leads are fully conversant with, and able to maximise the capabilities of, all third-party software systems, e.g. payroll, HR MIS and the applicant tracking system, monitoring their usage as appropriate.
· Quality assure and audit HR transactional and administrative procedures in schools as appropriate, e.g. Single Central Record reviews.
· Identify and develop new initiatives to improve HR systems and procedures.
· Support the induction and training of new HR Leads on their HR-related job responsibilities.
· Provide cover for HR Leads if required, e.g. due to absence, vacancies, etc.

Recruitment and Onboarding
· Manage and oversee the recruitment and selection processes for Central Team roles, adhering to legislative and safeguarding requirements.
· Ensure the applicant tracking system functions are fully utilised to ensure recruitment process are as efficient as possible.
· Manage the onboarding processes for all new Central Team appointments; updating payroll and HR MIS records, issuing contractual documentation and ensuring safeguarding and statutory requirements are complied with.

Employee Records
· Manage all contractual and payroll changes for Central Team staff, including variations to contract, absences and offboarding procedures, issuing relevant documentation as appropriate.
· Ensure the Central Trust Single Central Record is maintained in an accurate, timely and compliant manner.
· Respond to Trust wide pension queries and liaise with pension scheme administrators as appropriate.
· Ensure all personnel files and records are maintained in a timely and accurate way.

Project Work and Research and Development
· Provide routine management information reports, and create ad-hoc reports as directed, ensuring that data is presented in a timely and accurate manner. 
· Support the Head of HR with the development and review of all HR policies and procedures and associated resources, e.g. model letters.
· Support the TUPE transfer and onboarding of new schools to the Trust.
· Support the Head of HR with statutory reports, ad-hoc project work and research.
· Support the Head of HR with the implementation of the Trust’s HR strategy.

Employee Relations
· Provide routine advice and guidance to managers across the Trust on the interpretation and application of policies, processes and procedures, ensuring these are applied fairly and consistently.
· Liaise closely with the Trust’s external HR provider and the Head of HR on more complex cases, as appropriate.
· Support with the collation and creation of paperwork for formal hearings, as required.
· Attend hearings and appeals to take notes, as required.

General Requirements
· Keep up-to-date with all statutory employment legislation, wider HR and relevant education-specific issues. 
· Maintain the confidentiality, security, and integrity of employee data, ensuring compliance with all relevant data protection laws.

General Responsibilities
To comply with the Trust’s Equalities, Diversity and Inclusion policy, as well as all other relevant Trust policies and procedures, at all times.

To carry out your duties in accordance with the responsibilities of being in a position of trust and despatch your duty of care appropriately at all times. 
To present a consistently positive image of the Trust and uphold public trust and confidence.

To undertake any other duties required that are commensurate with the pay and purpose of your role.


Safeguarding
To have due regard for, and demonstrate a commitment to, the safeguarding and promotion of the welfare of children and young people.

To follow and adhere to the Trust’s safeguarding policy, the Department for Education’s statutory guidance ‘Keeping Children Safe in Education’ and all other relevant guidance and legislation in respect of safeguarding children.

To maintain appropriate professional boundaries in relationships with children and with all members of the school community and outside agencies, exercising sound professional judgment which always focuses upon the best interests of the students and the school.

To ensure that your line manager is made aware, and kept fully informed, of any concerns which you may have in relation to safeguarding and/or child protection.

Special Conditions of Service:
This post is exempt from the Rehabilitation of Offenders Act 1974.  It is a requirement of your employment that you inform the Employer immediately if at any time during your employment you: are charged or convicted of any criminal offences; or are in receipt of any indictments or police cautions; or are provisionally or permanently placed on the Children’s Barred or Adults’ Barred List (if applicable) administered by the DBS. Any such information disclosed to the Employer will be processed in accordance with the Data Protection Act 2018. Failure to notify the Employer of any such charges, convictions, indictments or cautions may result in disciplinary action against you up to and including summary dismissal for gross misconduct.
You are required to visit and work at different schools and sites within the Trust, as needed, for the better performance of your duties.

You may be required to occasionally work outside of normal working hours on occasion (e.g. to attend hearings, trustee meetings, etc.) with due notice.




PERSON SPECIFICATION

	
	Essential
	Desirable

	Qualifications
	
	

	CIPD Level 3
	
	

	CIPD Level 5
	
	

	Experience
	
	

	Experience of managing HR transactional and administrative procedures and processes in an accurate and timely manner.
	
	

	Experience of supporting, guiding and advising others with HR transactional and administrative procedures and processes.
	
	

	Experience of HR IT systems and databases.
	
	

	Experience of working in a school/academy or an academy trust.
	
	

	Experience of working in a large, multi-site organisation
	
	

	Knowledge and Understanding
	
	

	Sound working knowledge and understanding of UK employment legislation.
	
	

	Knowledge and understanding of national school terms and conditions for teachers and support staff.
	
	

	Excellent understanding of effective HR processes, practices, and systems.
	
	

	Excellent knowledge of safeguarding legislation in particular as it relates to the completing and accurate upkeep of the Single Central Record.
	
	

	Skills and Abilities
	
	

	Excellent attention to detail.
	
	

	Able to work effectively on own initiative and within limits of own professional boundaries and knowledge.
	
	

	Demonstrates a calm and professional approach when dealing with difficult or pressurised situations.
	
	

	Experienced in prioritising varied and conflicting work demands. 
	
	

	Excellent written and oral communication skills.
	
	

	Approachable and able to build effective relationships. 
	
	

	Competent in the use of HR systems and Microsoft office, in particular Excel and Word.
	
	

	Excellent organisation and time management skills to be able to organise and prioritise multiple work streams within a fast paced and evolving environment.
	
	

	Able to maintain confidentiality and deal with sensitive personal information in a professional and competent manner.
	
	

	Team Player, willing and able to assist with any part of the work of the team
as and when required.
	
	

	Demonstrate a commitment to equality, diversity and inclusion in all aspects of their work, fostering a respectful and inclusive environment for pupils/students, colleagues, and stakeholders.
	
	

	Be committed to providing and promoting a safe and supportive environment for children and meeting all relevant safeguarding requirements.
	
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