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Job Description

POST:
Human Resources Manager 
RESPONSIBLE TO:
HR Director
SALARY:

£36,363 - £39,152 (Scale J points 25 – 28)






LOCATION:

Dimbleby House, Crowden Road, Wilnecote, Tamworth, B77 4LS
WORKING PATTERN:
Hybrid working – working week split between CAT central and home working with regular time in schools
DISCLOSURE LEVEL:
Enhanced
KEY RELATIONSHIPS:
HR team and School Senior leaders, Central team, external providers
MAIN PURPOSE:
The HR Manager will support the effective and efficient delivery of HR within the Trust having the maximum positive impact on the pupils who learn in our schools.  Delivering the HR plans supporting CAT strategy
The postholder will work at an operational level focusing on casework, employment practice,

policy development and contribute to strategic HR Projects such as recruitment, SCR, payroll and pensions, HR analytics, Pay and Grading, Health and Wellbeing, Equality, Diversity and Inclusion.
As a HR Manager, you will be responsible for providing Human Resources advice and guidance to a broad range of senior leaders within the trust ensuring engagement whilst supporting their workforce plans. You will work closely with the Deputy HRD and team members to enable the successful delivery of the HR strategy.
SPECIFIC RESPONSBILITIES
Employee Relations

· Deliver solutions-focused, professional employee relations support across the Trust. 
· Use workforce data to identify risks and drive proactive interventions. 
· Support senior leaders with investigations, suspensions, capability, absence management and formal hearings, ensuring consistent application of Trust policies. Provide coaching, training, and alternatives to formal processes (e.g., mediation, counselling). 
· Lead protected conversations and settlement agreements, support organisational change programmes, and work collaboratively with trade union colleagues.
Resourcing and Workforce Planning

· Develop and implement effective recruitment and workforce planning strategies to build high-performing teams. 
· Partner with senior leaders to review structures, plan future staffing needs and manage change processes (restructures, redundancies, flexible working). 
· Oversee end-to-end recruitment with schools, ensuring safer recruitment compliance, up-to-date guidance, and high-quality candidate materials. 
· Act as the subject-matter expert for resourcing, employment legislation, policy, and best practice.
Probation and Exit process
· Oversee probation and leaver processes, ensuring timely progression and effective management of contentious cases.
SCR Compliance

· Support schools to maintain compliant Single Central Record. 
· Provide guidance on KCSIE updates and ensure Trust policies reflect statutory safeguarding requirements.

HR Policies

· Advise leaders on implementing HR policies relating to recruitment, pay, employment practice, wellbeing and ED&I. 
· Support the drafting and review of progressive HR policies and toolkits, and contribute to policy briefings, training and the promotion of a positive employee relations climate.
Reward

· Support the development of Trust-wide pay structures and contribute to the delivery of the pay and reward strategy.
Health, Wellbeing and Attendance

· Support wellbeing initiatives, surveys and action planning. 
· Provide training on wellbeing and work proactively with leaders, OH and external agencies to manage attendance, implement adjustments, and facilitate successful returns to work.
Equality, Diversity and Inclusion

· Support the implementation of the Trust’s EDI action plan, Gender Pay Gap reduction initiatives, and the delivery of ongoing EDI training.
HR and Payroll Systems

· Maintain accurate HR/payroll data aligned to Trust policies. 
· Support the effective use of systems across the Trust, ensure accurate application of terms and conditions, and provide reliable people metrics to inform decision-making. 
· Oversee payroll-related activities such as new starters, changes and leavers.
Training

· Prepare and deliver internal training aligned to HR strategy and policy requirements.

Talent
· Work with senior leaders and the Director of the Institute of Education on talent development, succession planning and the Apprenticeship Strategy.
General Responsibilities

· Provide expert advice on complex employment cases. 
· Produce HR metrics and reports, lead or contribute to HR projects, and collaborate across the HR team to improve service delivery. 
· Provide cover for colleagues when required.
Professional Growth

· Engage in continuous professional development, maintain up-to-date knowledge of legislation and HR best practice, and participate in professional networks.

Coaching and Mentoring

· Offer consistent coaching, support and development to other members of the team
Safeguarding Children

The trust is committed to safeguarding and promoting the welfare of children and young people. We expect all staff to share this commitment and to undergo appropriate checks, including enhanced DBS checks.

The above responsibilities are subject to the general duties and responsibilities contained in the Statement of Conditions of Employment. The duties of this post may vary from time to time without changing the general character of the post or level of responsibility entailed.

The person undertaking this role is expected to work within the policies, ethos and aims of the Trust and to carry out such other duties as may reasonably be assigned by the Line Manager.  The post holder will be expected to have an agreed flexible working pattern to ensure that all relevant functions are fulfilled through direct dialogue with employees, contractors and community members. 
English Duty – 

This role is covered under part 7 of the Immigration Act 2016 and therefore the ability to speak fluent spoken English is an essential requirement for this role. 

Person Specification  

Our Values and Vision

These are our values. They can be thought of as our ‘non-negotiables’ – beliefs, expectations and standards that underpin how we work with the young people in our care, and the community we serve. We believe that if we work in the context of these values, students will achieve more than they ever thought possible. They are also values that have evolved following a sustained period of success for our school.
Our Young People

We value three main types of achievement for our young people, and the vision for our school is that we ensure our students are empowered to achieve to a consistently outstanding level.
Achievement – Academic: We believe all young people have the potential to achieve great things. Intelligence can be developed regardless of emotional and social background, given appropriate teaching and bespoke, individualised support.

Young people should be encouraged to develop autonomy and meta-cognitive control (‘knowing what to do when they don’t know what to do’) in their learning and to gain inspiration from learning. They should be equipped with a crucial sense of possibility based on a well-developed self-awareness and ambition – ambition not only for themselves but for the communities in which they live and work.

Achievement – ‘letting your light shine’: All young people achieve things they can be proud of every day in addition to academic success and outside our school’s planned curriculum. We have a vital role in ensuring individuals develop their own talents and interests and have a responsibility to instil in them a sense of pride in who they are and what they achieve. We must recognise and celebrate these achievements.

Achievement – relationships (Starfish Principle): Excellent relationships for learning are a prerequisite for all other achievements. Relationships that result in mutual respect between young people and all other members of our school community will ensure learning can be fun in a disciplined and caring environment where the highest expectations are the norm.

Our Staff

Our Values extend to how we challenge, support and work with each other. All staff (support and teaching) play a crucial role in the education of young people. We all understand how our work has a direct influence on the life chances of the young people in our care. In the same way that we all have a duty of care to them, we have a duty of care to each other and have regard for each other’s professional and personal wellbeing.

The Trust Board sees all members of the Trust’s staff community as learners. They are empowered to make decisions, be creative and to lead. Mutual respect pervades all relationships working together to enhance professional learning and practice and collaboration; collegiality and a sense of team identifies how all staff work together. Staff co-operate with each other and are not in competition with each other – they are part of a team that ensures the academies throughout the Trust strengthen their positions among the best academies in the country. 
	
	Essential
	Desirable

	Qualifications
	· CIPD Level 5 or significant and demonstrable equivalent experience
· Possess a full driving licence and have use of a vehicle for work purposes and appropriate insurance
	Current CIPD membership (Associate or above)

Educated to degree level or equivalent experience

Coaching or mentoring

	Experience 
	· Significant HR advisory experience 

· Adopting a solution focussed approach to employee relations issues such as grievance, absence, disciplinary, capability 

· Managing a broad range of employee matters and managing a caseload

· Contribution to the development of HR policy and practice improvements

· Working with managers to improve their employee relations

· Experience of supporting restructures/organisational change
· Experience of delivering training sessions to staff and managers
· Sound knowledge and understanding of current employment legislation and best practice
	Advising and supporting on safeguarding matters

Design and deliver of people management training

Working in a unionised environment and working in partnership with employee representatives

Developing or implementing health and wellbeing initiatives


	Skills and knowledge
	· Detailed and up to date knowledge of employment law, case law, and good employment practice and their practical application

· Working effectively and inclusively to achieve a shared agenda with colleagues and stakeholders

· Confident and assertive in contentious situations

· High standard of verbal communication, able to convey ideas and advice confidently, clearly and concisely to a range of stakeholders

· Ability to provide operational HR support, identifying implications and developing viable solutions

· Excellent interpersonal skills with the ability to develop successful working relationships and to deal with a range of sensitive matters

· High standard of written communication, able to write fluently and concisely in an informative manner with a high level of detail

· IT literate and confident using HR systems


	Working in a multi site organisation

Working knowledge of Education HR

Working knowledge of safeguarding requirements, DfE Legislation, and guidance



	Personal Qualities
	· Good time management skills

· A methodical and organised approach to work 

· Strong customer orientated approach
· Self-motivated and self-aware, recognising own strengths and weaknesses and committed to personal development
	

	Other
	· Commitment to safeguarding and promoting the welfare of children and young people 

· Willingness to undergo appropriate checks, including enhanced DBS Checks

· Motivation to work with children and young people 

· Ability to form and maintain appropriate relationships and personal boundaries with children and young people
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