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	Post title
	Human Resources Officer
	

	Salary and grade:
	NJC Points 24 - 27 

	

	Working Pattern:

	37 hours, 52 Weeks/Term Time Only (negotiable)
	

	Line manager/s:
	Human Resources Manager
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Multi Academy Trust




Main purpose of the job:
To develop and maintain effective customer relationships and service by supporting the HR Manager and HR Business Partners to enable them to provide proactive and timely solutions to creatively resolve people management issues within the legal framework and education context. Postholder will be responsible for ensuring the Central Trust Team database is up to date, including completion of contracts of employment and other documentation.


 



Person Specification
	
	
	Essential 
	Desirable 

	Qualifications
	Level 3 Qualification in HR or equivalent experience of general HR work with training relating to specific aspects of the role.
	•
	

	
	Chartered Member of CIPD
	
	•

	Experience
	Some generalist HR experience within a commercial environment.
	•
	

	
	Experience of working with a range of internal and external parties.
	
	•

	
	Demonstrate up to date knowledge of employment legislation and developments in HR policy and practice.
	
	•

	
	Experience of working within the Education sector.
	
	•

	
	Liaison/negotiation with Trade Unions.
	
	•

	
	Excellent communication and presentation skills
	•
	

	
	Ability to plan, prioritise workload and work to tight deadlines
	•
	

	
	Accuracy and attention to detail
	•
	

	
	Ability to assess risks and deliver a solution focused approach
	•
	

	
	Ability to persuade, negotiate and influence others
	•
	

	Thinking Ability 
	An analytical thinker who can process complex information quickly and rigorously in order to recommend effective decision making
	•
	

	
	Can demonstrate sound judgement to undertake complex tasks in a systematic way
	•
	

	
	Thinks creatively and imaginatively to solve problems and identify opportunities
	•
	

	
	Able to demonstrate having planned appropriately for future success
	•
	

	Personal Effectiveness
	High ethical standards and influencing skills with the ability to engage effectively with all staff across the Trust
	•
	

	
	Self-confident with the ability to transmit appropriate messages to appropriate audiences 
	•
	

	
	Works reliably under pressure to produce timely, accurate information and is willing to do whatever necessary to bring about results 
	•
	

	
	Able to be resilient and robust whilst showing compassion in dealing with issues and is calm under pressure
	•
	

	Interpersonal Relationships 
	Demonstrates a variety of management approaches

	•
	

	
	Ability to establish positive and productive working relationships with school leaders and outside agencies
	•
	

	
	Effectively engage and communicate with others


	•
	

	
	Shows concerns for impact – identifies the most important concerns and issues of others – modifies own behaviour to achieve the required outcomes
	•
	

	
	Goes out of the way to establish contacts and use the relationships to achieve business objectives. 
	•
	

	
	Able to remain approachable and professional at all times.
	•
	

	General 

	The flexibility to meet the full range of job requirements.
	•
	

	
	Able to travel to a wide range of meetings and events.
	•
	

	
	Demonstrate a firm commitment to the concept of Multi Academy Trust and desire to see the Trust flourish and expand in a sustainable manner 
	•
	

	
	No serious health problems that will likely impair or impact on job performance.
	•
	


Key duties and responsibilities





Responsible for:





Providing professional advice and guidance to Directors, the Trust Executive, academy senior leaders and Local Governing Bodies and the wider workforce on varying aspects of employee relations on a full range of HR issues.


Advising and supporting management in undertaking recruitment and other HR activities.


Supporting and maintaining effective customer relationships and service by ensuring the Team is fully equipped to be able to provide proactive and timely solutions to creatively resolve people management issues which may be sensitive or contentious. 


Completion of paperwork when safeguarding issues arise in relation to the employment of staff, to meet legislative and statutory guidance requirements.


Diary management for the HR Team, ensuring work is organised, prioritised and delivered to meet the changing demands of the role and service  


Promoting and enhancing effective HR practice across schools, including supporting Headteachers in assuring the consistent appliance of standards and policies, sharing best practice and experiences with colleagues.


Supporting with developing HR proposals and policies as appropriate. 


Effectively engage with internal and external (e.g. Occupational Health) stakeholders as necessary on specific casework.


Ensuring Central Trust Team contracts of employment are completed and issued in a timely manner.


Completion of correspondence as directed by the HR Team.


Monitoring of HR Enquiries mailbox, including dealing with queries, where possible, or escalating to the HR Business Partners/HR Manager as necessary.


Maintaining appropriate recording and reporting systems for HR activity data.


Supporting on the implementation of specific policies, projects and initiatives.


Supporting the design, development and delivery of HR training packages.  Where necessary this may include supporting the delivery of training with Partners/Associates.








Key duties and responsibilities (cont)





Ensuring ongoing compliance with DfE requirements of Single Central Records by the undertaking of regular spot checks and feedback to the HR Business Partners. 


Attending meetings with clients as requested.


Attending the Trust office as required and engage in regular team meetings, 1:1s and performance reviews.


Supporting in projects to develop and/or enhance the HR service offer or internal processes or procedures.


Supporting the HR Manager with the conversion of any schools joining the MAT, including completion of relevant documentation and ensuring compliance with TUPE legislation.


Supporting on workforce engagement and wellbeing events and initiatives as directed by the HR Manager/HR Business Partners.





 








Safeguarding





Nexus Multi Academy Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.








Additional duties





As appropriate, the post holder’s duties must be carried out in compliance with the following:





Equal Opportunities Policy and Strategy;


Information and Data Security Policies;


ESFA’s Financial Regulations as set out in the Academy Handbook; 


Health and Safety at Work Act (1974) (and subsequent health and safety legislation);


Data Protection Act 2018;


Information Records Management Toolkit for Schools.





These duties and responsibilities should be regarded as neither exclusive nor exhaustive as the post holder may be required to undertake other reasonably determined duties and responsibilities, commensurate with the grading of the post, without changing the general character of the post.	
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