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	JOB TITLE
	People Advisor
	JOB REF NO
	


1. BASIC JOB PURPOSE
To provide high-quality, professional HR advice and support to Headteachers, School Office Managers and leaders across the Trust, ensuring the effective delivery of people management practices. The postholder will support schools with a wide range of HR matters, promote compliance with employment legislation and Trust policies, and contribute to the development of consistent, effective people management across the Trust.
2. MAIN RESPONSIBILITIES
	1
	Provide timely, professional and practical HR advice and guidance to Headteachers, School Office Managers and leaders on a wide range of employment matters.

	2
	Support and advise managers through employee relations cases, including absence management, disciplinary, grievance, capability, performance and flexible working processes.

	3
	Assist schools with recruitment and selection activities, ensuring compliance with safer recruitment requirements, employment legislation and Trust procedures.

	4
	In conjunction with the HRD, support the implementation and consistent application of Trust HR policies, procedures and best practice across all schools.

	5
	Produce and analyse HR management information, providing reports and insights to support workforce planning and decision-making.

	6
	Build effective working relationships with school leaders and colleagues, acting as a trusted HR partner to support operational and strategic people priorities.

	7
	With the HRD, develop and deliver training, guidance and coaching for school leaders and administrative staff to improve management capability and ensure consistent HR practice.

	8
	Maintain accurate HR records and documentation, ensuring confidentiality and compliance with GDPR and Trust record-keeping requirements.

	9
	Keep up to date with changes in employment legislation, education sector guidance and HR best practice, ensuring advice provided remains accurate and compliant.

	10
	Assist schools with the preparation of information for publications and returns to the DfE, LA and other stakeholders within statutory guidelines. 

	11
	Travel regularly between Trust schools to provide on-site HR support and contribute to the ongoing development of the Trust's People function as the organisation continues to grow.

	Notwithstanding the detail in this job description, in accordance with the School’s/Trusts Flexibility Policy and contract, the job holder will undertake such work as may be determined by the Headteacher/Governing Body/Trust from time to time, up to or at a level consistent with the Main Responsibilities of the job.
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Providing an inspirational, outstanding Catholic education for
all the children and young people in our schools.
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