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CO-OPERATIVE ACADEMY




 JOB DESCRIPTION
	School Name:
	Parkwood Hall Co-operative Academy 

	Job Title:
	HR and Office Manager and Communications Lead (part of School Business Team)

	Reports To:
	Director of Resources



	Manages/works closely with
	HR and Compliance Officer

Reception Team

	Working arrangements
	Permanent. 52 weeks per year.

	Grade
	 PO4 -5 (£39,516- £47,471)

	Parkwood Hall is a residential and day school for pupils aged 8-19 years with moderate to severe learning difficulties and other complex needs including autism and language difficulties.  We are passionate about our Co-operative values of self-help, self- responsibility, democracy, equality, equity and solidarity. 

Parkwood Hall aims to provide an outstanding and supportive learning environment which challenges students to achieve success. The core learning values, which are at the centre of the curriculum, focus upon developing the student’s resilience and ability to make informed life choices.

	Job Purpose/focus
· Support the Principal/ Director of Resources/SLT with recruitment, induction, absence, and health issues, conduct capability, grievance matters and implementing organisational change.

· Management of the school office
· Employment Contracts

· Maintain secure HR data and files

· Oversee Employee Benefit schemes.

· Training administration
· Health & Safety

	Tasks and Responsibilities 
HR 
· To lead on the management of casework, relating to sickness absence and performance management. This includes advice and support to managers, to ensure processes are being followed and holding case review meetings with managers.

· To administer all employee-related paperwork, such as employment contracts and variations, new starter packs, and formal notices of termination.

· To generally support managers on all people-related issues in line with legislation and best practice.

· To implement and monitor the training and development of employees. 

· To design, oversee (and when necessary) lead recruitment processes. 
· Administer the new starter inductions and onboarding and off-boarding processes. The above will include supporting managers on recruitment and selection issues, including development of job descriptions and person specifications and the processes in relation to participating in interview panels/recruitment days when necessary.

· To administer financial elements of payroll and pension schemes liaising with other staff and external HR service providers as necessary.
· To provide regular and timely information to the Principal on leavers, joiners, salary changes and any other staff changes for the purposes of payroll.

· To provide support on disciplinary and grievance issues ensuring legislation, policy and best practice are followed in line with advice from an external provider.

· To oversee staff attendance, holiday, and absence monitoring. This will include maintaining and up-dating digital and manual HR systems, ensuring the accurate recording of personal, employment, payroll and staffing establishment information including holiday and sickness.

· To manage staff benefit schemes and maintain up to date records including Pension scheme (monthly auto-enrolment), 

· To keep up to date with developments in employment legislation and human resources best practice, knowledge sharing to ensure continuous development and improvement in the service offered. Identify and communicate these implications to managers and Trustees as appropriate.  Review policies and procedures.
· To communicate and consult with the workforce and its recognised trades unions as appropriate.

· To liaise with the school’s insurers and solicitors in the event of unfair dismissal or discrimination complaints.

	Office Management
· To engage and communicate with staff on any matters relating to the work environment, and as and when required arrange staff planning, social or other events. 

· To oversee and manage the HR Officer role and reception team
· As and when required support the Principal with relevant administrative tasks including Governor Meetings and preparing paperwork.

· To review and update internal policies with the support from the Director of Resources and other staff as appropriate.

· Comply with policies and procedures.

· To use of a range of software, including email, spreadsheets, SIMS databases, HR systems to ensure the efficient running of the office.

	Communications

· Lead on website communication, ensuring it is up to date and compliant

· Oversee communications with all stakeholders including families and local community partners

· Support school events

· Promote the school through different communication channels like the website and Twitter.

	General and other duties

· The post holder will be expected to contribute to the overall aims of Parkwood Hall Co-operative Academy by assisting in the co-ordination and administration of any activities related to the Academy. 

· To build effective relationships with all staff, volunteers, contacts, governor, and other outside organisations. 

	General Responsibilities 

· To maintain confidentiality in all aspects of Parkwood Hall Co-operative Academy. The nature of the working environment entrusts people with confidential information. Any breach of this confidentiality will constitute gross misconduct.

· To co-operate with all Parkwood Hall Co-operative Academy staff in maintaining good relationships with outside agencies and the public to promote and uphold the school’s image.
· To ensure the health and safety of self, colleagues, students, and visitors and to report any such matters to the maintenance team, senior managers or Health and Safety Committee as appropriate.

· To perform any other duties as are within the scope, spirit and purpose of the position as requested by the Principal.

· This job description reflects the current requirements of the post. As duties and responsibilities change and develop the job description will be reviewed and is subject to amendment in consultation with the postholder.

	General Information:
	

	Equality of Opportunity
	· As a member school staff to take individual and collective professional responsibility for reinforcing and promoting a working environment free from discrimination, victimisation, harassment and bullying 

· Ensure the development and progression of equality within the sphere of responsibility of this post and the fair and equal treatment of all colleagues, children, parents and visitors.


	Confidentiality and Data Protection
	· To treat all information acquired through employment, both formally and informally, in strict confidence 

· To be aware of the school's responsibilities under the Data Protection Act 1984 for the security, accuracy and relevance of sensitive personal data held on such systems and ensure that all processes comply with this.



	Child Protection


	· To be alert to issues of child protection ensuring that the welfare and safety of children attending Parkwood Hall Co-operative Academy is promoted and safeguarded and to report any child protection concerns to the designated Child Protection Officer using safeguarding policies, procedures and practice



	This is not an exhaustive list of duties and responsibilities. The post holder may be required to undertake other duties that fall within the grade of the job in discussion with the manager.

The content of the job description will be reviewed regularly in the light of changing service requirements and any such changes will be discussed with the post holder.

The postholder is expected to comply with all relevant Parkwood Hall policies, procedures and guidelines, including those relating to Safeguarding, Equal Opportunities, Health and Safety, and Confidentiality of Information.

Signatures:

Employee__________________________________________Date________________________

Principal___________________________________________Date________________________

	Person Specification – HR and Office Manager


	Education & Qualifications 


	Essential 

· A CIPD Level 3 qualification (or higher) or qualified by considerable relevant work experience.



	Knowledge, experience and training 


	Essential

· A working knowledge of Employment and Case Law to be able to support and advise. Good understanding of common HR practices and policies.

· Solid knowledge of positive company culture, equality, diversity, and inclusion within an organisation.
· Experience in a similar HR role.
· Experience of working within a large organisation.

Desirable 

· Experience working in a school
· Microsoft Office 365 SharePoint and Teams/Zoom user.



	Skills & Abilities
	Essential

· Excellent written and verbal communication skills. 

· Able to manage multiple work streams.
· IT skills including Word, Excel, PowerPoint, and Outlook. 

· High level of accuracy and attention to detail.

· Ability to work efficiently and to deliver projects on time and to budget.
· Able to develop effective cross functional working relationships, and willing to share knowledge with others as appropriate. 

· The ability to work in a changing environment in a flexible way.


	Personal Qualities
	Essential 

· Resilient with a calm, professional manner.

· Honest and able to maintain absolute confidentiality. 
· Commitment to the vision and values of Parkwood Hall
· Flexible and ‘can do’ attitude to competing commitments in workload 
· Highly motivated and reliable
· A willingness to develop problem-solving skills in complex situations 
· A willingness to be flexible and support school wide activities
Desirable

· Innovative and creative thinker



