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Person Specification: HR Manager

	
	Essential
	Desirable

	Education/Qualifications
	
	

	· Degree level education – or equivalent
	
	X

	· CIPD or equivalent qualification – minimum Level 5 (level 7 desirable)
	X
	

	Experience
	
	

	· Within an independent education or a similarly complex setting
	
	X

	· Demonstrable HR experience 
Leading on best practice with a strong track record of providing generalist HR advice and application of policies; experience of full process employee relations case management ; advising and collaborating with senior leaders; engaging professionally and effectively with all stakeholders irrespective of status or position.
	X
	

	· As a stand-alone HR practitioner
	
	X

	· Of organizational change
	X
	

	
Skills, Aptitudes, Attributes
	Essential
	Desirable

	· Professional approach, able to lead by example, calm manner and presence.
	X
	

	· Accountable and takes ownership of areas of responsibility
	X
	

	· Excellent communication skills: articulate, able to communicate clearly, appropriately and effectively, both in person and in writing.  Strong minute and report writing skills.
	X
	

	· Strong administrative and record-keeping skills
	x
	

	· Highly organized, able to anticipate, plan and prioritise effectively; able to adapt to changing demands
	X
	

	· Excellent interpersonal skills at all levels of the organisation
	X
	

	· Excellent attention to detail and ensures tasks are completed
	X
	

	· Resilience and energy: able to handle a busy and varied workload, calm under pressure.
	X
	

	· Strong teamworking skills.
	X
	

	· Confident with MS Office applications, Outlook, Word and Excel; quick to learn new software.
	X
	

	· Honesty, integrity and discretion; able to maintain high levels of confidentiality
	X
	

	· Flexible, adaptable and pragmatic
	X
	

	· Smart and professional appearance
	X
	

	Knowledge and other
	
	

	· Strong knowledge of UK employment law and HR best practice
	X
	

	· Strong knowledge of education sector regulatory framework (KCSIE)
	
	X

	· Knowledge of iSAMS or similar system: confident with using and manipulating database reports for management purposes
	X
	

	· Understanding of the private school environment, values and ethos 
	X
	

	· A sincere commitment to safeguarding and promoting the welfare of children and young people.  
	X
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