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JOB DESCRIPTION
Post Title:

HR Manager
Purpose:


To deliver a professional, helpful, efficient and timely service to all staff within the College in relation to HR issues, ensuring that effective systems are in place and that College policies and procedures are adhered to.

Responsible to:

The Principal though the Vice Principal, Staffing & Resources
Liaising with:

Relevant staff with cross College responsibilities (e.g. Senior Leadership Team, College Management Team), teaching staff, support staff and relevant external bodies. 
Working Time:

8.15am to 4.15pm Monday to Friday, full time full year
Grade:


25 - 27 (Support Staff Salary Spine) 
Main Duties and Responsibilities:
	· To line manage and oversee the work of the HR assistant.
· To co-ordinate the recruitment and selection function ensuring that statutory guidance for schools and colleges in respect of Keeping Children Safe in Education is adhered to.

	· To co-ordinate the appointment of new staff and arrange for appropriate documentation to be completed and issued.

	· To co-ordinate the new staff induction programme.

	· To ensure probationary reports are carried out in accordance with contracts.

	· To arrange temporary staff as appropriate once authorisation has been provided.

	· To co-ordinate the Performance and Development Review process for all staff.

· To produce appropriate documentation for amendments to staff contracts.

	· To ensure College HR policies and procedures are updated as appropriate.

	· To complete government and statistical returns as requested.

	· To complete HR reports for governors’ meetings.

· To produce management reports as required.

	· To record and report staff absence and ensure return to work interviews are carried out.

· To maintain the College’s HR system ensuring that annual leave entitlements are updated each year for relevant staff and the College’s excluded days as per the College calendar

	· To manage staff attendance in accordance with the Attendance management Policy and alert SLT to staff absences which trigger actions referred to therein. 

	· To ensure that all checks are carried out in relation to the College’s Single Central Record.
· To co-ordinate the childcare voucher scheme ensuring that annual basic earnings assessments are carried out in accordance with HMRC regulations

	· To co-ordinate the Support Staff Standards Payments, arranging for appropriate documentation to be completed. 

· To ensure that relevant incremental increases are processed in accordance with contracts.

· To ensure that the finance department and the payroll agent are provided with adequate information in respect of appointment, resignations and amendments.

	· To undertake an initial check of data input by the payroll bureau and alert the bureau of any data requiring correction.

· To undertake a check of the Altered Pay payroll report alerting the Finance Manager of any discrepancies.

· To provide confirmation of BACS payment for payroll ensuring this is signed in accordance with the payroll procedures. 

· To ensure the Monthly Contributions Reconciliation spreadsheet is uploaded to the TPS employer portal  

· To complete pension administration for TPS and LGPS pension schemes.

· To ensure compliance with the ‘Auto-Enrolment’ duties for employers introduced in 2014.

	· To maintain annual leave records for support staff.

	· To maintain the College’s personnel files.

	· To update the College’s HR database system as required.

	· To be responsible for the security of HR information.

	· To provide generalist HR support and advice to staff in respect of queries or refer to appropriate management as necessary.

· To process requests for Paternity/Maternity leave ensuring that staff are eligible in accordance with College policies.

	· To liaise with external agencies (e.g. supply agencies) as appropriate in respect of areas of specific responsibility.

· To arrange Occupational health referrals in accordance with College policy.

	· To liaise with staff to ensure that they are aware of relevant information regarding Human Resources.

	· To co-ordinate staff exit arrangements.

	· To attend meetings both internal and external related to areas of responsibility as required.

· To be an active member of the Equality & Diversity Steering Group contributing to the Equality & Diversity Policy.

	· To attend meetings and take notes as required.

· To hear staff grievances in accordance with the College’s Staff Grievance procedures

	· To maintain confidentiality at all times.

	· To co-ordinate the activities of First Aiders and retain the appropriate staff records.

	· To co-ordinate the bus duty rota

	

	· To carry out exam invigilation as required.

	· To assist with the collation/preparation of materials required for College events/ roadshows.

	· To assist with evening/weekend activities and functions and other events as required.

	· To be aware of and comply with the College’s Policies and procedures.

	· To be aware of equal opportunities and to demonstrate these principles in all aspects of work.

	· To understand the College’s health & safety policy and to work within its guidelines.


Staffing
Staff Development

· To undertake staff development where appropriate.

· To take part in the College’s Appraisal Process.
Deployment of Staff

· To ensure that appropriate arrangements for cover are made when absent.

· To work as part of a team and to ensure effective working relations.

Quality Assurance
· To ensure the effective operation of quality assurance systems.

· To contribute to the process of the setting of targets within the department and to work towards their achievement.

· To assist with the implementation of College quality procedures, especially through contribution to the self-assessment process.
Communications

· To ensure familiarity with the department’s aims and objectives.

· To liaise with relevant external bodies as appropriate.

Marketing and Liaison
· To contribute to the College liaison and marketing activities.

· To link with external agencies as appropriate.

Management of Resources
· To contribute to the maintenance of an attractive working environment in your area.
Other
· To support the aims and objectives of the College.

· To attend meetings as appropriate.

· To undertake any other duties the Principal or his designated alternate may reasonably direct from time to time within the context of the St John Rigby College contract.

· This Job Description is subject to periodic review and amendment.

	It is agreed that the above is a brief and concise description of the above job.

	Date:
	18 November 2021

	Prepared by:
	Peter McGhee, Principal

	Approved by:
	Senior Leadership Team
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