[image: C:\Users\y_bimpson\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.Outlook\71DG2XXP\SJR_7427_logo.jpg]
PERSON SPECIFICATION:  HR Manager

This person specification will be used in shortlisting and interviewing to select the best candidate.  Each applicant should, therefore, address the person specification in his/her written application and where appropriate you should give examples of how you meet the criteria.
	
	Essential
	Desirable
	Method of Assessment

	Experience
	
	
	

	Recent experience of working successfully in an office environment as a proven strong successful manager.

	
√
	
	Application, Interview


	Experience of working in an educational establishment
	
	√
	Application, Interview


	Professional Knowledge
	
	
	

	Thorough and up-to-date knowledge of employment law and safeguarding legislation
	√
	
	Application, Interview


	Up-to-date knowledge of statutory regulations and guidance relating to the post
	√
	
	Application, Interview


	Professional Skills

	Handle sensitive issues confidentially and demonstrate strong interpersonal skills
	√
	
	Interview

	Be an effective team player that works collaboratively and effectively with others.
	√
	
	Application, Interview


	Communicate effectively to a wide range of different audiences (verbal, written, using ICT, as appropriate).
	√
	
	Application, Interview


	Support, motivate and inspire both colleagues and students by leading through example.
	√
	
	Application, Interview


	Contribute effectively to the work of the Principal and senior leadership team
	√
	
	Application, Interview


	Deal successfully with situations that may include tackling difficult situations and conflict resolution.
	√
	
	Application, Interview


	Work successfully with a range of external agencies.
	√
	
	Application, Interview


	Commitment

	Equalities and the Equality Act 2010
	√
	
	Application, Interview

	Promoting College’s vision and ethos
	√
	
	Application, Interview

	Relating positively to and showing respect for all members of the College and wider community
	√
	
	Application, Interview

	Ongoing relevant professional self-development
	√
	
	Application, Interview

	Safeguarding and child protection 
	√
	
	Application, Interview

	A fast and accurate typist with excellent word processing skills and familiarity with Office and database applications, particularly Word, and Excel  
	√
	
	Application, Interview

	The ability to operate a computerised HR system / database
	√
	
	Application, Interview

	Excellent organisational and administrative skills

	√
	
	Interview

	The ability to work constructively as part of a team, understanding college roles and responsibilities and your own position within these
	√
	
	Interview

	The ability to exercise discretion and maintain confidentiality

	√
	
	Interview

	Ability to empathise with 16–19-year-olds within a college situation

	√
	
	Interview

	A clear understanding of developments in post-16 education
	
	√
	Application, Interview


	Ability to prioritise a demanding and changeable workload

	√
	
	Interview

	Ability to adapt quickly to new environments/technologies



	√
	
	Interview

	Ability to work to deadlines in a calm, organised and efficient manner

	√
	
	Interview

	Ability to work independently, using own initiative



	√
	
	Interview

	Qualifications
	
	
	

	Qualified to CIPD Level 5
	√
	
	Application, Interview

	Experience of CPD 
	√p
	
	Application, interview

	Attitude and Impact

	Positive and Enthusiastic

	√
	
	Interview

	Smart in appearance and manner

	√
	
	Interview

	An excellent record of punctuality and attendance
	√
	
	Application, Interview

	Flexibility and a readiness to undertake a wide range of tasks 

	√
	
	Interview

	Ability to work outside normal office hours on occasions

	√
	
	Interview

	Personal

	Enhanced DBS Disclosure Clearance 
	√
	
	Pre-employment check

	New employee medical assessment 
	√
	
	Pre-employment check

	Ability to meet the requirements of the Asylum and Immigration Act (to be legally employed to work in the UK)
	√
	
	Application
Interview

	St John Rigby College is committed to Safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.  
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