
Job Description

POST: Human Resources Officer 

RESPONSIBLE TO: Operations Manager (and Executive Principal in their absence)

RESPONSIBLE FOR: N/A

SALARY: Salary point 13-17 (£22,021- £23,836)

LOCATION: OASIS Academy Isle of Sheppey

WORKING PATTERN: Full time (8am-4pm), 52 weeks per year

DISCLOSURE LEVEL: Enhanced

JOB PURPOSE: To provide a Human Resource service to the Academy

To support the provision and development of a direct personnel service to the Academy, advising 
Academy Leadership Team on casework aspects.  To act as first point of contact for HR casework 
queries and providing managers with the knowledge and skills to apply best personnel practice.

SPECIFIC RESPONSIBILITIES:

Disciplinary, Capability and Grievance

 Handle first line employee relations queries and support Line Managers in following the correct
processes in relation to Disciplinary, Capability and Grievance.

 Liaise with the Principal in relation to action being taken and any escalation issues.
 At the discretion of the Principal, issue relevant letters to staff ensuring timelines are strictly

followed,  arrange  meetings,  take  notes  at  meetings  and  ensure  all  paperwork,  including
checklists, are fully completed including hearing packs as and when required.

 Ensure all written correspondence is approved by the Line Manager
 Ensure staff are informed of any outcome in relation to Disciplinary, Capability or Grievance

matters.

Absence Management

 Manage  staff  absence,  including  the  recording  (on  iTrent  with/for  payroll)  and  on-going
monitoring of individual and long-term absence

 To inform and support Return To Work meeting completion
 Monitor whole staff absence, weekly, identifying staff that have hit trigger points in line with

absence procedure and conduct absence meetings in line with the appropriate policy.
 Issue  Self-Certificate  forms  and  Return  to  Work  forms  to  employees  following  recent

absence(s.)
 Conduct absence related referrals to Occupational Health, as and when required.
 Liaise  with  Health  and  Safety  Manager  to  ensure  all  risk  assessments  and  workstation

assessments are completed.
 Complete and track Stress Risk Assessments.



 Manage  the  return  of  Occupational  Health  referrals  and  conduct
meetings  with  the  employee  and  their  line  manager  and  make
reasonable adjustments, where necessary. 

Leave of Absence 

 Liaise with the Cover Manager in relation to leave of absence requests and are reviewed by
the Principal, that staff are formally notified of the outcome of requests and personnel records
and payroll is updated.

 Issue Maternity guidelines and paperwork to pregnant employees as well as those requesting
paternity  leave  or  adoption  leave  as  well  as  shared  parental  leave  and  arrange  risk
assessments for the expectant mother.

 Arrange risk assessments for the new mother returning to work.
 Ensure maternity, paternity, adoption leave and shared parental leave guidelines are followed

as and when necessary and manage keeping in touch (KIT) days.

Recruitment

 To lead on recruitment operations (as listed below) with the Operations Manager ensuring the
academy is publicised and advertised appropriately well locally, regionally and where required
nationally, making effective use of relevant and successful social media avenues.

 Recruitment operations to include the following: 
- Prohibition checks, overseas checks
- Advising line managers and colleagues within the team where Risk Assessments are required before a 

new starter can begin work
- Ensuring Right to Work checks have been carried out before processing joiners
- To oversee the administration of pre-employment Health assessments, and making relevant referrals 

to Occupational Health where needed.
- To be responsible for putting together and maintaining new staff personnel files, ensuring all 

information is obtained before the file is finalised and that the file is produced in line with the standard
format.

- When required, to audit new starter files and chase new employees for relevant documentation to 
ensure everything is in place prior to appointment commencing

- To take responsibility for advising relevant parties on on-boarding processes
- Set up new starters on payroll system (iTrent phase one and two)
- Coordinate and attend interview processes with relevant parties
- Liaise and negotiate with external recruitment agencies where necessary
- Preparing  and  dispatching  employment  contracts  and  ensuring  timely  signature  and  return  by

individuals
 To support the absence manager and subject leaders/ALT in locating relevant short and long

term agency staff.
 To support new staff Induction procedures.
 To liaise with IT Service and ensure required notification(s) and work practices are available for

employment start dates.

Disclosure and Barring Service checks

 Check  DBS  disclosures  and  accurately  administer  on-line  applications  and  ensure  that
completion errors are kept to a minimum.

 Check identification and countersign DBS on-line ensuring that all new starters and volunteers
are cleared prior to joining the Academy.



 Follow up with the Principal/Finance Manager any disclosure results
from checking and schedule risk assessments, as required.

 Ensure all  staff  have completed Disqualification by Association and
update SCR.

 File  information on DBS check following data protection procedures and track applications
online.

 Ensure  all  teachers  have  been  checked  on  appointment  on  the  Prohibition  of  Teachers
database.

 Obtain  disclosure  checks  for  consultants,  volunteer,  agency  staff  and  casual  staff  in
accordance with Academy Policy and record, as required.

 Ensure and Maintain the Single Central Record database.
 Ensure  the  SCR  is  updated  weekly  and  kept  up  to  date,  inclusive  of  Academy  Council,

Volunteers, Leavers, etc.

Staff Database and Personnel Records

 Ensure all personnel files are up to date to comply with Ofsted and DfES regulations.
 Keep employee personal data in file and on personnel system (i.e., telephone contact, next of

kin, emergency details, etc.)
 Keep filing up to date relating to HR.

Data Returns

 Provide data for DFE returns relating to absence and personnel.
 Undertake the School Workforce Census for the DFE.
 Regularly complete filing related to HR in line with formal of filing system.

Handsam

 Ensure all HR related Handsam tasks are completed in a timely and efficient manner and are
Academy compliant.

Training

 Ensure  all  staff  complete  the  required  Safeguarding/PREVENT  Training  for
Academy/Government compliance and/or OCL direction.

 Ensure a record is kept of all Safeguarding/PREVENT training.
 Keep records of GDPR training.

Administration

 Provide PA/HR support to the Principal/Senior Leadership Team/All Other Staff as and when
required.

 Provide support at confidential meetings, including minute taking.
 Advise Principal/ALT on HR internal issues/matters arising.

Policies and Procedures



 To promote the use of the online policies and procedures to ensure all
staff have access.

 Develop an understanding of all HR policies and procedures.
 With  relevant  HR  knowledge,  provide  clear  and  accurate  guidance  and  application  to

Line Managers as well as support where required.
 Producing  contract   variations  and other relevant   employee  correspondence.   This will

include permanent amendments (e.g. pay increments, job transfers and changes in hours) and
temporary amendments such as allowance.  

 Processing  leavers.  This  may  involve  conducting  exit  interviews  for  with/for ALT.

Other

 Carrying out job evaluations  
 To take personal responsibility for your own continuous professional development  
 Any other reasonable tasks and duties that may be requested from time to time  
 To develop and maintain a full knowledge of Teacher’s Pay and Conditions,  Burgundy Book,

Green  Book  provisions,  the  Oasis  Scheme  of  Delegation,  OCL  policies  and  procedures,
employment law and Human Resources best practice  

 To input into the drafting of policies, templates, toolkits and training materials as required  
 To ensure confidentiality and integrity of all PD information in accordance with the GDPR Data

Protection Act and any other relevant legislation and codes of practice.  
 To take part  in  regular  training  relevant  to  the  role  as required by the People  Directorate

department (Safer Recruitment, Safeguarding, etc.).  The above responsibilities are subject to
the  general  duties  and  responsibilities  contained  in  the  Statement  of  Conditions  of
Employment.  

 The nature of this post will  require flexibility to meet urgent work needs as they arise. This
could inevitably entail some work outside normal office hours.   

Safeguarding children and young people

OASIS is committed to safeguarding and promoting the welfare of children and young people.  We
expect all staff to share this commitment and to undergo appropriate checks, including an enhanced
DBS check.

The above responsibilities are subject to the general duties and responsibilities contained in
the Statement of Conditions of Employment.

The duties of this post may vary from time to time without changing the general character of
the post or level of responsibility entailed.

� Signed:
�

Employee: Line Manager:

Print Name Print Name

Date Date



Person Specification  

Our Purpose

Oasis Academies exists to provide a rich and balanced educational environment which caters for the
whole  person -  academically,  vocationally,  socially,  morally,  spiritually,  physically,  emotionally  and
environmentally. Our task is to serve our students as well as to provide a learning hub for the entire
community.  In this way we will  raise aspirations,  unlock potential  and work to achieve excellence
through encouraging a ‘can do’ culture which nurtures confident and competent people.   

Oasis Ethos

Our ethos is an expression of our character - it is a statement of who we are and therefore the lens 
through which we assess all we do. Our work is motivated and inspired by the life, message and 
example of Christ, which shapes and guides every aspect of each of our schools. This is foundational 
to our belief that all people are created and loved by God as equal and unique beings, and to our 
commitment to model inclusion and compassion throughout all the aspects of the life and culture of 
each Academy community. 

For further information, please refer to the Education Charter document which accompanies this job
description.

Essential Desirable

Qualifications
 CIHRP (Certificate in Human 

Resource Practice)

Experience, 
Skills & 
Knowledge

 Excellent communication skills, 
both written and oral.

 Ability to establish and maintain 
effective relationships with all staff 
and outside agencies.

 Ability to prioritise work and deliver
to deadlines.

 Understanding the practical 
application of Equal Opportunities 
in an Academy context.

 Basic knowledge of Employment 
Law.

 Experience of working in a
HR environment.

 Good organisational skills, ability to



Personal 
Qualities

show initiative and to pay close 
attention to detail.

 Ability to work independently and 
as part of a team.

 Ability to interpret and follow 
procedures.

 Ability to maintain confidentiality

 Emotional resilience in working in a
range of challenging situations

 Have a willingness to demonstrate 
commitment to the values and 
behaviours which flow from the 
Oasis ethos.
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