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PERSON SPECIFICATION – HR MANAGER   

Method of Assessment:  AF=Application form   I= Interview   T=Test   P=Presentation 

Experience/knowledge/qualifications MOA 

Member of CIPD or equivalent qualification AF/I 

GCSE Grades 9-4 (A-C) or equivalent in English & Maths AF/I 

Substantial knowledge of HR best practice and employment legislation including child protection, 
KCSIE, Data Protection, Equality and Safer Recruitment 

 

Substantial experience of working in a HR environment to include providing advice & guidance on 
all HR related matters including employee relations, child protection issues, terms & conditions of 
employment, administering recruitment & selection processes, on-boarding, undertaking pre-
employment checks, delivering transactional HR administration throughout the employee life-
cycle, maintenance of HR recording & payroll systems, producing, revising & interpreting HR 
policies, consultation with trade unions 

AF/I/ 

Sound knowledge of safer recruitment, KCSIE, and Single Central Register requirements AF/I 

Production of the School Workforce Census AF/I 

Experience of leading on support staff performance development – training, recording & processes  AF/I 

Experience of producing HR statistics  

Experience of working with a high level of autonomy and with minimum supervision AF/I 

Excellent communication and interpersonal skills with ability to deal with all levels of staff, external 
agencies/providers 

AF/I 

Excellent organisational, planning and time management skills with ability to prioritise tasks AF/I 

Substantial experience of using Microsoft Office including Outlook, Excel, Teams AF/I 

Excellent IT skills including use of Management Information Systems AF/I 

Ability to maintain confidentiality at all times and deal with situations in a diplomatic and 
approachable manner 

AF/I 

Ability to interpret situations tactfully, analyse problems and provide solutions on a day to day 
basis 

AF/I 

Experience of line management and ability to empower team members AF/I 

Personal qualities and attitudes  

Ability to converse at ease with parents/carers/students and members of the public and provide 
advice in accurate spoken English is essential for the post 

AF/I 

Ability to communicate in a clear and concise manner both on the telephone and face to face AF/I 

Ability to cope with conflicting demands, deadlines & interruptions AF/I 
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Ability to complete work to the required standards of accuracy and presentation in a timely 
manner 

AF/I 

Ability to work collaboratively and to support/deal with colleagues in a positive way AF/I 

Ability to work on own initiative with minimum supervision AF/I 

Ability to build effective working relationships with all stakeholders including students, staff, 
parents/carers and alumni. 

AF/I 

Ability to work in a pressurised environment AF/I 

Ability to work as part of a team AF/I 

Personal conduct which demonstrates integrity and credibility that commands the confidence of 
stakeholders at all levels 

AF/I 

Flexible approach to the duties of the post to meet the needs of the team and the school AF/I 

Personal commitment to continuous self-development AF/I 

A commitment to the vision and values of the School and an ability to enthuse others.  An 
understanding and empathy for our distinctive Grammar School ethos 

AF/I 

Contra-indicators  

Criminal convictions involving offences against children AF/I 

 


