Greenside School    -  HR Officer (Funded training CIPD Level 5 available to support development)

Job Description 

Line Manager: 		School Leadership Team
Hours:			ideally 9-4 hrs a school day – 32.5 hrs a week (195 days a year, term time + inset days)
Pay:			H7/H8 (pro – rata) 
Contract type:                 Permanent
Reports to:                       SLT

Role:	To ensure processes relating to staff are completed and HR processes developed across the school 

The HR officer will work as part of the admin team. Greenside employs over 150 staff, and the role will have direct contact and manage their HR needs. We are a growing school, and the role is likely to evolve in the years to come

Main areas of Responsibility:-
1. Key areas of responsibility
· Coordinate end-to-end recruitment processes, including advert creation, shortlisting, interview arrangements and pre/post-employment checks
· Manage the induction process, probation periods for new staff
· Point of contact for all staff – particularly support staff
· Prepare, coordinate and monitor absence requests 
· Organise return to work meetings, setting up occupational health meetings, referrals to counselling and working to reduce the impact of long-term absence in line with the school policies
· To track and monitor staff absence and drive good absence management control in line with school policy
· To provide weekly reports on staff sickness to ensure sickness monitoring is completed
· To complete Stage 1/2 trigger point meetings for staff, in line with policy 
· Organise trigger point meetings with line managers and Headteacher when necessary
· Prepare correspondence and attendance plans
· To ensure exit interviews are conducted with staff
· Prepare and submit the school workforce census within defined timescale
· Maintain personnel records where relevant to responsibilities, to include and absence review, disciplinary or capability documentation 
· Assist Headteacher/SLT as required with attending meetings / taking notes
· Organise Maternity/paternity and injury-related Risk Assessments
· To be an active member of the staff wellbeing team

2. Management of staff and resources
· Direct, supervise and provide support across the school 
· Contribute to the recruitment, selection, appointment and professional development of other teachers, support staff and others
· Monitor quality and standards of the school environment and resources




3. Knowledge, experience and training 
· Experience supporting recruitment, including pre-employment checks
· Previous experience in an HR role, holding or working towards their CIPD qualification 
· Knowledge of HR procedures
· Effective staff management, knowledge and skills
· The ability to manage, organise and motivate others
· Excellent organisational and administrative skills
· Ability to handle sensitive and confidential information appropriately
· Friendly and approachable

4. Accountabilities
· The jobholder is managed by the Headteacher, with whom there is likely to be daily contact. The job holder will work under the direction of the current Deputy Head. The job holder is assisted by four administrative staff

5. Equalities
· Be aware of and support difference and ensure that the school’s equalities and diversity policies are followed.

6. Health and Safety
· Be aware of and comply with policies and procedures relating to child protection; health and safety; confidentiality and data collection and report all concerns to an appropriate person.

7. Disclosure and Barring Service
· This post is classed as having a high degree of contact with children or vulnerable adults and is exempt from the Rehabilitation of Offenders Act 1974. An enhanced disclosure will be sought through the Criminal Records Bureau as part of Hertfordshire County Council pre-employment checks. Please note that additional information regarding the Criminal Records Bureau is in the guidance notes for the application form. If you are invited to an interview, you will receive more information.

8. Safeguarding children and safer recruitment
· You will ensure that child protection and the safeguarding of students are always given the highest priority 
· Greenside School is committed to safeguarding and promoting the welfare of children and young people as required under the Education Act 2002 and expects all staff and volunteers to share this commitment. 

