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WESTCOUNTRY SCHOOLS TRUST
JOB DESCRIPTION

	Job Title:
	HR Policy and Projects Officer

	Location:
	Across the Trust

	Grade/salary:
	WeST Payscale Grade F

	Hours:
	37 hours a week, all year

	Reports to:
	Head of HR Operations

	Responsible for:
	No direct reports

	Key relationships
	Director of People, Head of HR Operations, Head of Employee Relations, HR Advisors, HR Operations Officer, HR Operations Administrator, Cluster Senior HR Administrators, trade union and JCNC representatives, school leaders


Job Purpose
The HR Policy and Projects Officer co-ordinates the Trust's HR policy framework and the day-to-day co-ordination of the HR Operations transformation programme, ensuring both are current, consistent and easy for managers and school leaders to follow, while providing effective support to senior HR leaders in delivering the People, Talent and Workload commitments within Strategy 2030.

The post co-ordinates the Trust’s HR policy framework and supports the day-to-day administration of HR Operations transformation and wider People Directorate project work. This includes maintaining the policy review cycle, version control, consultation arrangements, supporting toolkits and guidance materials, while co-ordinating programme plans, status reporting, meeting administration and the RAID log, which records risks, assumptions, issues and dependencies.

The post holder uses professional judgement to interpret and signpost HR policy for managers, HR colleagues and school leaders, resolving straightforward queries and routing content-specific matters to the named policy officer. The role supports consistent, accessible and future-facing HR practice, including the effective use of automation and AI-assisted tools where these form part of routine HR and payroll processes, and helps translate strategic People priorities into practical policies, guidance, project plans and assurance activity.

Duties and Responsibilities
1. At all times demonstrate and uphold WeST’s core values, ensuring that behaviour, actions and decisions align with the principles that guide our work.
2. Manage the policy review cycle and version control, ensuring policies remain current as legislation, Trust practice and Strategy 2030 priorities evolve.
3. Support the delivery of HR transformation and wider People Directorate projects on behalf of senior HR leaders, including maintaining project plans and RAID logs, preparing supporting documentation, progressing agreed actions and following up milestones, dependencies and risks across relevant workstreams.
4. Co-ordinate and contribute to project status reporting for HR senior leaders, ensuring that updates clearly identify progress, risks, decisions required, next steps and the practical actions needed to support delivery of Strategy 2030 People priorities.
5. Work with the Director of People, Head of HR Operations and Head of Employee Relations to translate Strategy 2030 priorities into practical policy, process and project outputs, including drafting materials, collating evidence, supporting implementation activity and monitoring progress against agreed deliverables.
6. Work with the HR Operations Officer, the Head of Employee Relations and HR Advisors to ensure policy keeps pace with the ethical, legal and practical implications of automation and artificial intelligence in HR and payroll processing, rather than falling behind what is actually being adopted.
7. Under instruction from the Director of People, co-ordinate consultation on policy changes with the Joint Consultative and Negotiating Committee (JCNC) and trade union representatives.
8. Co-ordinate timely and consistent advice on HR policies for managers, school leaders and other non-specialist colleagues, applying a sound working knowledge of the Trust’s policy framework to resolve straightforward queries, signpost to relevant guidance and provide a clear point of co-ordination for more complex or content-specific matters.
9. Own and maintain all supporting toolkits and materials, including guidance, templates and frequently asked questions, for use across the Trust and its schools, in formats that are accessible and easy for colleagues at every digital confidence level to use.
10. Support policy compliance by maintaining oversight of recurring policy queries, audit themes and process gaps, working with the HR Operations Officer to ensure key policy requirements are reflected in HR Operations processes, guidance, templates and assurance activity.
11. Support the preparation of policy and programme information for the Director of People’s governance and Board reporting.
12. Maintain the Trust's HR policy library and ensure ease of access for managers and school leaders.
13. Act in such a way that, at all times, the health and wellbeing of children and vulnerable adults is safeguarded and ensure that safeguarding-related HR policy remains current and clearly understood across the Trust.
14. To act in accordance with, and actively promote, all Trust policies, including Safeguarding, Health and Safety and Equality and Diversity.
15. To participate in Continuing Professional Development (CPD) relevant to the role and to engage in Performance Development Reviews (PDRs).
16. Preparing and contributing to Trust wide development by sharing best practice and delivering and receiving professional feedback.
17. To retain confidentiality and maintain data and files in accordance with Trust policies for data governance, as appropriate for the role.
18. To act in accordance with, and actively promote, all Trust policies, including Safeguarding, Health and Safety and Equality & Diversity.
19. To participate in Continuing Professional Development (CPD relevant to the role and to engage in Performance Development Reviews (PDRs).
20. Preparing and contributing to Trust wide development by sharing best practice and delivering/receiving professional feedback. 
21. To retain confidentiality and maintain data and/or files in accordance with Trust policies for data governance, as appropriate for the role.



This job description provides a general reflection of the main duties and responsibilities of the post at the date of production.  You may be expected to take on other reasonable activities deemed to be within the character of the post to assist in efficient service delivery.  The duties may change over time as requirements and circumstances evolve without changing the general character of the post or level of responsibility.  



PERSON SPECIFICATION  					E = Essential, D = Desirable
	Method of Assessment
The table indicates the possible method/s by which the skills/knowledge/level of competence in each area will be assessed.
	Essential or Desirable
	Application Form
	Interview / selection activity

	VALUES-LED CULTURE (The WeST Way) - It is important to us that your values align with ours:

	Collaboration:

	We are "Stronger Together," sharing expertise across the trust to lift every school
	E
	
	X

	Aspiration:

	We refuse to accept that geography or disadvantage dictates destiny
	E
	
	X

	Integrity:

	We act ethically, transparently, and with financial propriety
	E
	
	X

	Compassion:

	We recognise need and act with positive intention to support wellbeing
	E
	
	X

	Respect:

	We value diversity, listen to our communities, and treat every individual with dignity
	E
	
	X

	QUALIFICATIONS:

	CIPD Level 5 qualification, or equivalent demonstrable HR experience relevant to policy, governance or organisational support
	E
	
	X

	Good standard of education, including English and Maths at GCSE or equivalent level
	E
	
	X

	Associate CIPD membership or above
	D
	
	X

	Evidence of continuing professional development relevant to HR, employment policy, governance, project co-ordination or public sector employment practice
	D
	X
	X

	EXPERIENCE:

	Experience of supporting the development, review, implementation or maintenance of HR policies, procedures or related guidance
	E
	X
	X

	Experience of supporting consultation, engagement or communication activity with internal stakeholders, trade unions, staff representatives or similar groups
	D
	X
	X

	Experience of supporting project delivery, including tracking actions, preparing documentation, following up milestones and contributing to implementation activity
	E
	X
	X

	Experience gained in education, local government, the NHS or other regulated, complex or public sector environments.
	D
	X
	X



	KNOWLEDGE, SKILLS AND ABILITIES:

	Good working knowledge of HR policy and employment legislation, with the ability to identify when specialist advice or escalation is required
	E
	X
	X

	Excellent written communication skills, including the ability to produce clear, plain English guidance for non-specialist readers
	E
	X
	X

	Strong IT skills, including confident use of Microsoft 365 applications and digital collaboration tools to manage documents, actions, project information and implementation records
	E
	X
	X

	Digitally fluent, confident, using or self-teaching contemporary AI-enabled tools to improve workflow, insight and assurance
	E
	X
	X

	Familiarity with education sector terms and conditions
	D
	X
	X

	FURTHER REQUIREMENTS:

	Commitment to safeguarding and promoting the welfare of children and young people
	E
	
	X




	Postholder signature:
	
	Date:
	

	Print name:
	

	Line manager signature:
	
	Date:
	

	Print name:
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