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Goldwyn School
Job Description: HR Manager

Job Title:	HR Manager

Salary Range:	Kent Scheme H - £39,355 - £44,900

Responsible To:	School Business Manager/Principal

Contract:	Permanent, all year round

Hours:	37 hours per week

Job Purpose:	Provide strategic leadership and operational oversight of all HR functions within the school, ensuring legal compliance, promoting staff wellbeing, and supporting a safe, professional, and nurturing learning environment.
Ensure that recruitment, development, performance, compensation, and employee relations practices align with the school’s vision and values.

Recruitment and Selection:
· Develop and implement strategic recruitment plans to attract high‑quality teaching, support, and administrative staff.
· Lead end‑to‑end recruitment, including job design, advertising, selection processes, interviews, candidate communication, and onboarding.
· Ensure full compliance with KCSIE safer recruitment requirements, maintaining accurate records and supporting SLT with appropriate risk assessments.
· Prepare and issue offers of employment, contracts, and annual salary letters.
· Oversee induction processes to ensure effective integration into the school culture.
· Ensure compliance and safeguarding checks for volunteers, contractors, and work‑experience placements.
· Lead background checks, reference verification, and qualification checks to maintain safeguarding standards.

Employee Relations:
· Act as a trusted advisor to SLT and governors, providing expert guidance on employee relations matters including absence, capability, disciplinary, grievance, organisational structure, and parental leave.
· Build management capability by coaching leaders to confidently manage and chair complex employee‑related cases in line with school policies and ACAS Code of Practice.
· Serve as a strategic partner to line managers, providing expert advice on wellbeing, conflict resolution, and staff concerns to support a positive and high‑performing culture.
· Support staff in understanding HR policies and processes, promoting clarity and consistency.
· Oversee probation processes and maintain accurate records
· Implement effective attendance management procedures and review trends.
· Conduct exit interviews, analyse data, and recommend improvements.
· Foster a positive inclusive and supportive workplace culture
Training & Development
· [bookmark: _GoBack]Identify and co-ordinate whole‑school training needs aligned to the School Development Plan.
· Work with line managers to design and deliver induction programmes for new staff.
· Lead induction training and monitor compliance with mandatory training requirements.
· Manage the e‑learning platform and ensure completion of statutory training modules.
· Deliver HR‑specific training and commission external providers where required.
· Conduct training needs analyses to inform development plans.
· Organise and oversee mandatory training including safeguarding, health & safety, and behaviour management.
· Maintain comprehensive training records to demonstrate regulatory compliance.
· Support leadership development and succession planning initiatives

Performance Management
· Oversee the performance appraisal process for all staff, ensuring fairness, consistency, and alignment with school objectives.
· Guide managers in setting SMART and meaningful objectives.
· Provide expert advice on disciplinary, capability and grievance procedures
· Lead investigations and manage complex casework as required
· Monitor probationary periods and guide both managers and employees to ensure successful outcomes.

Compensation & Benefits
· Summary involvement ensuring payroll is correct and in line with policy.
· Provide expert advice on remuneration, benefits, employment terms, and statutory entitlements.
· Manage staff contracts, employment documentation, and variations to terms.
· Oversee leave management including sickness, maternity/paternity, parental leave, and flexible working arrangements.

Policies, Compliance and GDPR:
· Develop, review and update HR policies
· Ensure full compliance with employment law, safeguarding, safer recruitment and GDPR
· Ensure strict confidentiality and compliance with GDPR in all matters

Staff Wellbeing:
· Act as a visible and approachable point of contact for staff wellbeing.
· Serve as a trained Adult Mental Health First Aider.
· Lead the school’s Wellbeing Ambassadors and drive the delivery of the wellbeing action plan.
· Analyse wellbeing data and develop initiatives that support engagement and staff morale.
· Promote staff benefits, wellbeing initiatives, and the Employee Assistance Programme

Additional Responsibilities:
· Maintain accurate and compliant HR systems, data, and personnel records.
· Lead completion of the School Workforce Census.
· Manage and update the HR area on SharePoint.
· Support the wider school community and take part in school events where appropriate.
· Engage in continuous professional development to maintain up‑to‑date HR expertise.
· Ensure all HR practices uphold equality, diversity, safeguarding, and statutory compliance.
· Represent the school at relevant external events, networks, and professional seminars.
· Stay informed of developments in employment law and translate these into school policies and practice.
· Support Ofsted and other inspections by providing accurate documentation and evidence relating to HR compliance and staff management

Safeguarding
· Goldwyn is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

Performance Development:
· All staff must complete a satisfactory Performance Review in accordance with the Pay Policy to ensure pay progression

Staff Development:
· To assess development and training needs and discuss with line manager.
· To set your own targets before any development activity (linked to the relevant standards).  To review and evaluate the activity after completion, cascading information to the appropriate team when relevant.
· To keep personal records of all staff development activities in which you are/have been involved.

To carry out as requested from time to time any other relevant duties as may be reasonably required by the Principal.

This job description is provided to assist the job holder to know what his/her main duties are. It may be amended from time to time without change to the level of responsibility appropriate to the grade of post.  In addition it may be amended at any time after consultation with you.
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