
 

 

Post:    Human Resources Manager 
 
Responsible to:   Headteacher 
 
School Type:  11 to 18 co-educational sponsored Academy. 
 
Grade:    SO1 (£29766 to £30711) pro rata 
 
Hours per week:    31 hours per week, 41 weeks per year 
 
Job Overview: 
The operational management of the personnel function and services for the Academy as required in 
compliance with agreed regulations and procedures. 
  
Key Responsibilities  

 To prepare all personnel related data/reports and ensure compliance requirements are met and 
recorded accurately. 

 To administer and maintain accurately and securely all aspects of personnel information. 

 To work closely with the Finance and Business Manager and the payroll provider to ensure all staff 
contracts are accurately recorded with the appropriate salary commitments including increments 
approved through whole school performance management systems and approved pay adjustments. 

 To ensure all appropriate policies and procedures are in place, current and meet legal and legislative 
requirements. 

 To manage the recruitment and selection process, including adverts, application packs, reference 
checks, co-ordination of interviews and the completion of post appointment administration. 

 To ensure the Academy follows safer recruitment guidance as set out in KCSIE. 

 To review the effectiveness of recruitment campaigns. 

 To work closely with EPM and SLT regarding the processing and resolution of all HR matters. 

 To manage the Academy’s Single Central Record, ensuring the Academy meets all legal requirements 
for checking of eligibility to work and identity of individuals. 

 To ensure safeguarding compliance for all relevant visitors, supply staff and volunteers. 

 To oversee the induction process for new staff and provide administrative support as required, 
including updating of induction documents, developing the programme of induction and providing 
information as required. 

 To undertake all relevant administration and action in relation to starters and leavers and other 
contractual changes, including the preparation of offer letters and contractual documentation, the 
updating of online records. 

 Advise the Data Manager, IT Manager, Finance and Business Manager and other key staff of starters 
and leavers, to enable the setting up of logins/passwords/accounts, issuing of keys and pigeon holes, ID 
badges and arranging for furniture and equipment to be provided as necessary. 

 Oversee and manage requests for LOA and time off in lieu. 

 To administer the staff absence system, produce monthly statistics, follow up on absence certification 
and occupational health referrals, and flag up individuals who trigger relevant stages of the absence 
procedures.  



 

 

 Ensure that all manual and electronic HR records are stored securely and kept confidential, are 
archived for the relevant period of time and disposed of in the correct manner. 

 To ensure Academy staff lists, telephone lists and organisation charts are updated ensuring timely 
update and distribution. 

 Be the main point of contact to triage HR queries. 

 To maintain personnel data on the EPM Portal, ensuring security measures to safeguard information 
are in place, and undertaking regular data entry and checking to ensure information is up to date and 
accurate. 

 Provide data, reports, analyses and returns, including absence data, staff turnover, recruitment spend, 
employee relation cases and staff wellbeing, ensuring full compliance with recording and reporting 
requirements, for the governors, School Workforce Census and other statutory bodies. 

 Manage and update Job Descriptions for all Academy staff. 

 Oversee the performance management process for support staff, ensuring documents are complete 
and correct, and decisions are communicated in the timely and effective manner.  

 Line management and strategic oversight of Reception and Student Services including cover. 

 Maintain the school website including regular compliance checks. 

 Oversight and coordination of whole school marketing, celebratory and community events. 

 Provide administrative support to SLT as directed by the Headteacher. 

 Be aware of and comply with policies and procedures relating to inclusion, child protection, health and 
safety and security, confidentiality and data protection, reporting all concerns to the Headteacher 
and/or relevant member of the SLT. 

 Ensure compliance with your responsibilities as laid out in the Academy’s Equal Opportunity Policy and 
take an active role in promoting equality and diversity. 

 Work co-operatively and support the Academy’s Performance Management system and commit to 
your own continued professional development. 

 Promote the Academy’s ethos and support our commitment to providing a caring and stimulating 
environment and improving standards for all students within the Academy. 

 Undertake all other reasonable duties as requested by the Headteacher. 
 

 
 

Date: ________________________________________________________________________ 
 
 
Name and Signature (Postholder): _______________________________________________ 
 
 
Name and Signature (Line Manager): ______________________________________________ 
  



 

 

Person Specification 
 
 
 Experience of working in HR to include relevant training. 
 Enthusiasm and commitment to share and contribute to the aims and ethos of the Academy.  
 Ability to communicate effectively, orally and in writing. 
 Good organisational and planning skills including ability to prioritise a busy and rapidly changing 

workload. 
 Ability to initiate, innovate and think creatively to anticipate and solve problems. 
 Ability to remain calm and positive under pressure. 
 Commitment to the personal development of all students, staff and self. 
 Willingness to take advice, recognising own need for development and being keen to learn new skills. 
 Experience of working in an educational setting. 
 
 
 


