LONDON BOROUGH OF LEWISHAM

JOB DESCRIPTION

Designation:
Lead Human Resources Adviser (Schools)
Grade: PO5
Reports to:
HR Business Manager (Schools)

Grade: SMG1

Directorate:   
Children & Young People
Section:

Schools’ HR Team





Main Job Purpose:

Lead, organise, manage and develop a team of HR professional and administrative support to provide a comprehensive, value added, high quality Human Resource Management Service which works closely in business partnership with schools and directorate services.  Lead on specific policy areas as assigned.  Deputise for the HR Manager as required.

Work collaboratively across the HR community to deliver common Service Plan objectives and to provide HR Management support as required to meet the objectives of the Council and specifically, the changing needs of schools.

MANAGEMENT RESPONSIBILITIES

1. Lead and manage the provision of a responsive and proactive quality human resource advisory service to councillors, managers, headteachers, governors and staff on employee relations and pay and service conditions matters.

2. Participate in the continuous review of HR services to ensure the provision of high quality services relevant to the service needs of schools and in the context of best value. Shape service provision by reviewing, in consultation with schools, the service level agreement on offer and contributing to reviews of the Children & Young People’s Plan.

3. Co-ordinate the LA response to consultation on national conditions affecting school based staff.  Represent the views of schools in the development of corporate personnel policies and procedures. 

4. Ensure appropriate procedures are in place with regard to the monitoring of service quality standards in respect of the delivery of the service provided by the team.

5. Lead and manage the work of the HR Officer staff within the team or the HR Advisory staff ensuring clear targets and objectives are set and performance is monitored.  Ensure effective supervision and performance appraisal takes place and that development needs are identified and met within available resources.

6. Participate in recruitment and selection of HR staff ensuring that effective induction is in place.  Undertake a regular review of the team induction programmes and update where necessary.

7. Lead on the continuous review, development and implementation of the School Workforce Development Strategy and directorate workforce planning strategy to ensure a suitable workforce to meet changing business needs.

8. Develop and maintain systems including use of appropriate technology to ensure practices and procedures are monitored, developed and controlled as appropriate.  Keep abreast of computerised information systems within the council and schools.

9. Manage budgets, including setting up/maintaining spreadsheets and/or databases to ensure the effective monitoring of expenditure.  Provide detailed financial information as required.  Make recommendations for action to keep within budget.  Comply with Council standing orders and financial regulations. Ensure income targets for schools SLA are met.  Market services and maximise capacity.

10. Be responsible for the effective management of health and safety within the team ensuring that staff in the team are aware of corporate and directorate health and safety policies and procedures and are trained in their implementation where necessary.

11. Ensure that there is sufficient professional / technical HR capacity within the team in relation to all professional HR matters.

12. As a member of the HR ‘management team’ contribute to the development of the work of the Children and Young People HR Team taking collective responsibility for performance issues, achievement of objectives and continuous service improvement.

HR ADVISORY MANAGEMENT RESPONSIBILITES
13. Provide guidance and advice on more complex issues on the interpretation and application of employment and other relevant legislation on Lewisham’s policies, employment conditions and HR good practice.  
14. Undertake complex investigations as appropriate, attending and advising at formal hearings up to and including dismissals. Note-take and prepare complex correspondence on behalf of headteachers and governors, taking particular care in the preparation and issue of charge and outcome letters. Attend Employment Tribunals where appropriate.

15. Ensure that the needs of the Directorate’s HR customers are fully met and promote a positive and responsive image of the broader Division and Directorate.

16. Lead on complex HR projects as assigned to meet the objective and targets of both corporate and directorate service plans and programmes

17. Maintain up to date information on employment and other relevant legislation, employee service conditions and HR policies/procedures.  Disseminate to managers, headteachers and governors as appropriate to ensure current information is always available.

18. Ensure the provision of advice and support to managers, headteachers and governors on the management of change, including reorganisations/restructuring; redundancy/redeployment, outsourcing/TUPE; job evaluation and consultation processes.  Provide personal advice and support for both HR staff and managers on more complex situations, including the verification of more complex correspondence eg. charge and outcome letters.

19. In order to promote and develop effective employee relations,  advise on consultation arrangements; participate as appropriate in consultations with trade unions and employees on individual case issues; support and advise on the promotion and role of staff fora.
20. Service the Directorate JCC (Teachers) meetings, Prepare and co-ordinate agenda items, prepare and co-ordinate employer side briefing notes. Undertake research as required.

21. Undertake research and project work as required, including preparing and presenting reports.

22. Act as a Nominated Officer for the directorate/council with regard to DBS checks.  Be constantly vigilant of the council’s responsibility towards the safety of children and vulnerable adults.

23. Undertake lead Nominated Officer duties for the directorate/council with regard to DBS checks.  Liaise with prospective employees, headteachers and governors in relation to criminal records and make recommendations to the Council’s DBS Panel on suitability for employment. Be constantly vigilant of the council’s responsibility towards the safety of children and vulnerable adults.

24. Operate the directorate’s Certificate of Sponsorship programme for migrant workers. Be responsible for the accurate interpretation and implementation of the UK Border Agency regulations. Advise employees and headteachers appropriately.

25. Represent the Local Authority at external network meetings in relation to school-related HR eg. London Councils Employers Network

GENERAL HR RESPONSIBILITIES 

26. Act as link adviser for a group of schools, developing sound working relationships and a broad knowledge of their strengths and weaknesses, in order to offer appropriate support and contribute to raising educational achievement.

27. Attend Child Protection Strategy meetings in order to provide appropriate HR advice. Keep abreast of Child Protection legislation and procedures.

28. Represent the HR Team at School Improvement Partnership Boards to provide advice on a range of complex issues. 

29. Analyse, interpret and where appropriate advise on management information and other    statistical data.  Ensure council and external management information returns are provided within deadlines.  

30. Assist with the implementation of pay awards.  Undertake teacher salary assessments.

31. Check contracts of employment and ensure that payroll authorisations are processed accurately and within agreed timescales.

32. Participate in recruitment events as necessary, assisting with the development of strategies to address workforce planning. 

33. Undertake a wide range of correspondence on personnel matters.  Assist in the preparation of briefing notes for senior managers, headteachers and governors on a range of personnel issues as required.  

34. Participate in the development of personnel related procedures within the directorate.  Represent the Directorate as required at cross directorate and corporate meetings and working groups.

35. Take responsibility for own learning and development to ensure an effective personal contribution to the service.  Maintain professional knowledge on HR related legislation and best practice.

36. Participate actively in all processes linked to the Performance Evaluation Scheme and the Council’s People Management Strategy.  

37. Design, deliver and evaluate training programmes to managers, headteachers and governors as required on a range of Human Resources issues.

38. Maintain a thorough knowledge of and a strong commitment to the Council’s Equal Opportunities Policy.  At all times carry out the duties of the post with due regard to the Policy and legislation.

39. Take personal responsibility for own and others health and safety.  Comply with Health and Safety Policies and Legislation and ensure that safe working practices are adhered to.

40. Ensure that confidentiality is maintained at all times

41. Participate in the induction process for new staff in the team, manage trainees, work experience, consultants, etc as allocated.

42. Undertake any other duties across the HR community within the scope of the post as required.

43. Ensure services are delivered in accordance with Council’s Environmental Policy.

44. Contacts -   Councillors, managers, headteachers, governors, employees, trade union representatives (including regional officials), Legal Department, Children’s Social Care, Occupational Health, Government Departments, Council partners   (e.g. Health, Police etc), Local Authorities, and other employment organisations.

45. Reportees – 5.5 fte x HR Officers (Scale 6) or 4 x HR Advisers (PO3)
PERSON SPECIFICATION
JOB TITLE:
Lead Human Resources Adviser (Schools)
DEPARTMENT: Children and Young People

          GRADE: PO5

The Person Specification is a picture of the skills, knowledge and experience needed to carry out the job.  It has been used to draw up the advert and will also be used in the shortlisting and interview process for this post.
Those categories marked 'S' will be used especially for the purpose of shortlisting.
If you are a disabled person, but are unable to meet some of the job requirements specifically because of your disability, please address this in your application.  If you meet all the other criteria you will be shortlisted and we will explore jointly with you if there are ways in which the job can be changed to enable you to meet the requirements.

	Category
	Criteria
	S

	Equal opportunities
	Commitment to positively implement equal opportunities principles into policy and practice within a personnel environment 

Demonstrate an understanding of how equality issues within a local authority relate to the personnel function

Understanding of the importance of incorporating equal opportunities principles into policy and practice in relation to both employment and service delivery 


	S

S

S

	Knowledge
	An in-depth working knowledge of current employment legislation and its practical application

Demonstrable in-depth working knowledge of the pay, terms and conditions of teachers and other school based employees. 

Detailed understanding of the personnel/human resource management issues related to an education service

Detailed knowledge and understanding of the principles of Best Value in an HR setting

Detailed knowledge of current developments in HR practice


	S

S

S

S

S

	Experience
	Experience of providing guidance and advice to managers, headteachers and governors on a wide range of personnel/HR issues including employee relations and change management 

Extensive experience of leading on major HR projects, or a number of smaller HR Projects with identified service improvement outcomes.

Extensive experience of leading on support for  management in complex disciplinary, capability and grievance casework

Extensive experience of planning, co-ordinating, delivering and monitoring the effectiveness of training

Experience of working to tight deadlines in a pressurised environment

Experience of prioritising and organising conflicting workloads

Extensive experience of leading consultation with staff and trade unions

Experience of contributing to the preparation and presentation of complex strategy/policy documents and reports

Experience of working successfully with senior management, headteachers, governors, employees, clients and external agencies

Experience of identifying HR issues and proposing solutions

Experience of staff management

Experience of project management

Experience of budget management


	S

S

S

S

S

S

S

S

S

S

S

S

S

	Skills
	Highly developed oral and written communication skills.  Ability to communicate in a way which meets the needs of diverse audiences, including the ability to present, represent and promote the team/directorate effectively at internal and external meetings

Highly developed ability to use ICT to prepare, analyse and present management information to support effective decision making

Ability to identify and deal with a range of sensitive human resource issues

Highly developed influencing and negotiating skills to effectively work with internal and external customers including trade unions

Ability to develop, implement and update systems


	

	Aptitude
	Ability to facilitate the resolution of workplace conflict

Ability to respond positively to and actively support change

Ability to lead and work as a member of the team and actively promote teamwork 


	

	General education
	High level of literacy and numeracy

Ownership and commitment to continuous learning and development


	

	Personal qualities
	Commitment to high quality service delivery

Able to maintain confidentiality in all circumstances

Proactive approach to work and able to motivate others

Flexible to enable a responsive service at all times

Able to work outside office hours as required and to visit other service locations

Hard working and enthusiastic

Self-motivated, able to achieve targets with minimal supervision


	

	Physical
	Generally candidates must meet the standard Lewisham requirements for the post
	


JD HR Advisory Manager (Schools) August 2004 


