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Welcome 
Dear Applicant, 

 

Thank you for considering making an application to our Trust for the role of 

HR Manager.  As an employee at the Trust, you will be part of a team unit-

ed with the single vision of improving pupils’ life-chances. Across all four 

sites and the head office, our employees work cohesively to achieve the 

Trust’s aims and objectives. The Trust operates as a single entity rather 

than four separate schools, and everyone has a voice. Our all inclusive atti-

tude to our pupils extends to our employees, and we value every member 

of our staff. When you join the Trust, you don’t just take on a new job, you 

join a family.  You will join the Trust as part of our management team, 

where you will be able to contribute to the strategic direction of the organ-

isation.  This is a unique opportunity to take on a role where you are mak-

ing a real difference to some of the most disadvantaged children in Norfolk.  

You will leave work each day knowing that you have personally contributed 

to improving the futures of the next generation.  I look forward to welcom-

ing you to the Trust. 

Yours, 

Christina Kenna 

Chief Executive Officer 



About the Role 
 

Job Title: HR Manager 

Job Type: Full time, permanent  (part time working considered) 

Reports to: Chief Operating Officer 

Remuneration: £38,187 to £49,318 (depending on experience) 

Commencement Date: 1 December 2021 

 

Benefits: 

 

30 days holiday (inclusive of bank holidays).  Employer contributions and 

access to a Local Government Pension Scheme.  Flexible working and home 

working opportunities possible.  Access to other benefits available from 

time to time (e.g. cycle to work, discount gym membership, employee as-

sistance programme with counselling) 



Job Description 1/3 
To support the Trust to deliver people-related processes, vision and strategy, aligned with the law. 
The post holder will be the bridge between HR operations and the Trust’s strategic objectives.  As 
well as full responsibility for the management of day-to-day HR operations, they will support the 
COO to develop and implement HR processes and procedures that address and solve business 
problems and directly contribute to the long-term strategic objectives of the Trust.  

Responsibilities 

HR Management 
• To manage the delivery of a compliant, professional HR business service for the Trust. 
• To work with managers to identify and implement pragmatic solutions to people and business 

issues ensuring they are commercially viable as well as in line with employment law and HR 
best practice. 

• To lead and oversee the implementation and continuous improvement of HR systems, policies 
and processes including pension arrangements, recruitment, performance management and 
other operational HR areas.  

• To line manage and oversee the work of all staff in the HR team (currently one employee).  
• To lead on and manage complex employee relations casework (including but not limited to dis-

pute resolutions, disciplinaries, grievances, absences, flexible working, retirement and redun-
dancy) liaising with legal advisors and trade unions as appropriate. 

• To advise managers on the terms and conditions of employment, attend meetings between 
managers and employees in an advisory capacity, and share best practice with managers. 

• To manage the Trust’s wellbeing programme (including  absence management, occupational 
health, mental health first aid, etc). 

• To provide advice and guidance on employment related queries for all staff, including materni-
ty/paternity leave entitlement, pensions, payroll, absence management, reward, wellbeing, 
etc.  

• To draft all required employment documentation in line with Trust requirements, including but 
not limited to contracts, letters, references, etc. 

• To lead all employment consultation processes (e.g. TUPE, restructure, change of employment 
terms of conditions). 

• To oversee the training and development of employees, including ensuring ongoing compliance 
with policy and legislative requirements in respect of employee training. 
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Recruitment and Talent Management  
• To lead on all recruitment processes, including selection and interviewing of candidates, 

writing job descriptions and advertisements, preparing interview questions and selection crite-
ria, completing safer recruitment practices and vetting processes. 

• To provide advice to managers on recruitment and selection strategies. 
• To manage talent pools and succession plans to ensure the Trust can continue to operate in the 

future.  
• To carry out or support line managers with new starter inductions. 
• To develop and maintain an Employee Handbook and other best practice documentation that 

will support the recruitment process.   
 
Pensions and Payroll Management 
• To line manage and oversee the work of all pensions and payroll staff (currently one employ-

ee).  
• To administer payroll and pensions for all employees and to keep the Finance department ap-

praised of any changes. 
• To work closely with pension bodies (e.g. TPS and Norfolk Pensions), regulators and auditors to 

provide required information that is accurate and timely. 
 
Strategic  
• To support the COO in devising, developing and implementing the Trust’s HR strategy, ensuring 

that this progresses the Trust’s strategic objectives.  
• To participate in the planning and implementation of specific projects, procedures and guide-

lines to align the workforce with the strategic goals of the organisation. 
• To analyse HR data in order to prepare management information to the business units and ad-

vise management on appropriate HR decisions to improve organisational performance. 
• To work with management to lead and support change management processes. 
• To drive alignment between HR strategy and business goals. 
• To advise the Executive Board in relation to strategic improvements such as restructures, pre-

paring business cases and handling stakeholder relations.  
• In consultation with the Executive Board, to respond to HR, payroll and pension queries from 

the external bodies, trade unions, government agencies, auditors, parents, trustees, staff, 
members of the public and other agents on behalf of Trust. 

 
Legal and Compliance 
• To ensure that the Trust complies with all HR policies and employment legislation at all times.  
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• To keep up to date with relevant HR and legal developments and national guidance, research-

ing employment law issues for compliance and best practice. 
• To implement and maintain a suite of legally compliant Trust HR policies, ensuring these are 

reviewed and updated regularly in the light of changing legal and safer recruitment require-
ments, and that these accurately reflect the Trust’s strategic aims and values.  

• To oversee completion of statutory and non-statutory returns in relation to HR, pensions and 
payroll. 

• To ensure that HR record keeping, including the Single Central Record, is accurate and compli-
ant across the Trust at all times.  

 
Personal Development 

• To maintain ongoing membership of CIPD. 

• To undertake appropriate and regular training and development to maintain knowledge and 
improve practice. 

• To participate in regular performance management. 

• To complete all required training. 
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Qualifications: 

Essential: 

• CIPD Advanced Diploma Level 7 

• Chartered member of CIPD 

Desirable:  

• Degree in a related discipline  

• Evidence of ongoing CPD 

• Safer Recruitment and Single Central Record Training  

 

Experience: 

Essential: 

• Proven HR generalist experience of 3 to 5 years. 

• Experience dealing with trade unions and their representatives  

Desirable:  

• HR experience in the education sector, or another public sector organisation  

• Experience in developing and supporting line managers through change. 

• Line management experience  
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Skills and Knowledge: 
Essential: 

• Thorough understanding of STPCD, burgundy book and green book. 

• A good understanding of HR in the academies sector 

• Exceptional organisational and communication skills 

• Proven leadership capabilities and solid knowledge of employment legislation and its ap-
plication.  

• Proactive team player with strong customer service and problem solving skills. 

• An ability to maintain confidentiality and act with discretion and diplomacy. 

• Self-motivated and able to work under own autonomy or as part of a team.  

 

Desirable:  

• Good understanding of strategic HR Management (SHRM) and relevant theories  

• Experience of building relationships with a range of internal stakeholders 

• A strong commitment to education, the non-profit sector and raising the aspirations, 
achievement and life chances of all children 

• An understanding of pupil safeguarding requirements in schools 

 

 

 

 



Application Process 
Please complete the application form and return it to Julia Cosford by mid-

night on Wednesday 20th October 2021 at the following address: 

hr@thehearteducationtrust.co.uk   

 

Interviews: 

Interviews will be held in the week commencing 1st November 2021 

 

Safeguarding Checks and Vetting: 

We are committed to safeguarding and promoting the welfare of children and the suc-

cessful candidate will be required to undertake full vetting, including an enhanced 

D.B.S. check.  Because of the nature of the work for which you are applying you are re-

quired to make disclosure of any criminal conviction. By virtue of the rehabilitation of 

Offenders Act 1974 (Exceptions) Order 1975 and the Rehabilitation of Offenders Act 

1974 (Exceptions) (Amendment) Order 1986 this post is exempt from provisions of Sec-

tion 4 (2) of the Rehabilitation of Offenders Act 1974. Applicants are, therefore, not en-

titled to withhold information about convictions which for other purposes are ‘spent’ 

under the provision of the Act, or of any bind-overs or cautions, and in the event of em-

ployment, any failure to disclose such convictions could result in dismissal or discipli-

nary action by the Trust Board.  



About the Trust 
The HEART Education Trust is a multi academy trust based in Norfolk, that was established in April 

2013.  We currently consist of four primary academies.  Our mission is to improve the life-chances 

of children through education.  Everything we do is about improving the futures of the most disad-

vantaged children.  We believe in high quality, inclusive education that does not limit aspiration.  

We constantly focus on personal development, in order to grow children who are resilient, deter-

mined and confident.   We believe that education extends beyond the classroom, and teach our 

children to be independent and creative thinkers who are always curious.  We want our children to 

develop a lifetime passion for learning and self-awareness.  We aim to provide our children with a 

toolkit for metacognition and self-improvement that they can utilize in their adult life to build 

better futures for themselves.  Our children are the future, and regardless of their starting points in 

life, they will change the world.  We believe it is our role to prepare them for this responsibility by 

instilling within them a sense of social responsibility that will inspire them to build a more sustaina-

ble world for all.   

Our organisational values are: 

• Providing high quality education for all 

• Inspiring and empowering personal growth  

• Promoting social mobility and social diversity  

• Being personally and socially responsible  



The HEART Education Trust, a charitable company limited by guaran-

tee registered in England and Wales with company number 

08286818.  Registered office address: Heartsease Primary Academy, 

Rider Haggard Road, Norwich, Norfolk NR7 9UE. 


