
Lancashire County Council
Role Profile - Operational Context Form

	Post title:  Schools HR Manager

	Directorate: CYP 
	Location:
	Schools 

	Establishment or team:
	Hillside Specialist School & College  
	Post number:
	     

	Grade:
	Grade 7
	Staff 

responsibility:
	Yes
	Essential Car user:
	No

	To be responsible for the planning, development, and implementation of HR and administrative services.

	Hillside Specialist School & College presently has 86 staff.

	Accountabilities/Responsibilities – appropriate for this post:

	Key duties:
1. To manage the administration of Human Resources processes to include issuing & termination of contracts, within Employment Law, following LCC policy for both Teaching and Support staff.
2. Manage end-to-end recruitment campaigns for all school staff.
3. Ensure 100% compliance with statutory Safer Recruitment guidelines (including Enhanced DBS checks, barred list checks, prohibition orders, and right-to-work verification).
4. Maintain and audit the school’s Single Central Register (SCR) with high precision.
5. Oversee monthly payroll inputs, liaising closely with the Payroll provider regarding allowances, deductions, increments, and leavers.
6. Arrange the provision, analysis and evaluation of data, detailed reports and information to the senior leadership team, the governing body and outside agencies.
7. Manage long-term and short-term sickness absence, occupational health referrals, and return-to-work frameworks.
8. Manage the Human Resources Information System (Arbor) and maintain accurate workforce records.
9. Assist in the procurement process, including securing appropriate service contracts, licences and staff absence insurance.  
10. Review, update, and implement school HR policies and procedures annually in line with local authority guidelines.
11. To support the implementation of the school's health and safety policies as directed.
12. Provide relief for ad hoc general office cover in the event of admin staff absences.


	


	

	

	Knowledge:

Need to be authoritative on methods systems and procedures. Planning typically weeks to months ahead. Skills of persuasiveness or assertiveness as well as sensitivity to the other person's point of view are often required to influence behaviour, change opinions or turn situations around, but debates can be won by presenting fact or evidence. This job may have a role in dealing with parents or pupils.

	Problem Solving:

Because of changing priorities and differing situations the jobholder has the latitude to consider which among many procedures should be followed. Differing situations requiring the identification and solution within the area of expertise and acquired knowledge.

Has a distinct supervisory role.

	Accountability:

Working within already established precedents, policies and procedures.



	Prepared by:
	Paul Leaper, Head Teacher
	Date:
	22/09/2026


The above form sets out the area of work in which duties will generally be focused, and gives an example of the type of duties that the postholder could be asked to carry out.  PLEASE NOTE that this is for guidance only.  Postholders are expected to be flexible and to operate in different areas of work/carry out different duties as required.       
Equal opportunities

We are committed to achieving equal opportunities in the way we deliver services to the community and in our employment arrangements. We expect all employees to understand and promote this policy in their work.

Health and safety  
All employees have a responsibility for their own health and safety and that of others when carrying out their duties and must co-operate with us to apply our general statement of health and safety policy.
Safeguarding Commitment 

We are committed to protecting and promoting the welfare of children, young people and vulnerable adults.

Customer Focus
We put our customers’ needs and expectations at the heart of all that we do. We expect our employees to have a full understanding of those needs and expectations so that we can provide high quality, appropriate services at all times.
Skills Pledge

We are committed to developing the skills of our workforce.  All employees will be supported to work towards a level 2 qualification in literacy and /or numeracy if they do not have one already.
Attendance

Good attendance enhances the service delivered by schools, minimises staffing difficulties and ensures best value to the school. It is essential that applicants for positions in this school can evidence a previous satisfactory attendance record/commitment to sustaining regular attendance at work.

Grade Profile

Level One – Managerial  (Grade 7)
	Level One Purpose

Supervises or co-ordinates a small team engaged in similar work to the role holder to deliver a highly focused Council Service to meet well-defined, short-term deliverables.  

	Scope of Work

	Role holders at this level will be expected to oversee the day-to-day tasks and activities of a team and may need to manage budgets if responsible for a large operations team.   They must be able to use judgment to deal with daily unforeseen problems, with limited guidance from superiors but within established and known procedures. Roles at this level are typically the first level of supervision or line management in the Council, normally relating to routine support services.  They will generally have freedom over practical day to day decision-making within closely defined policies and procedural guidance.

	Accountabilities/Responsibilities

	· Co-ordinate the work of a team to ensure workflow is managed smoothly, that Council processes are properly implemented, and that outputs are accurately recorded.

· Manage the performance of staff, following Council policies and procedures e.g. sickness monitoring.

· Identify and raise opportunities for improving procedures and processes within team or work area, to support the continuous improvement of services.

· Act as a technical reference for the team, monitoring and providing guidance on escalated issues.

· Train others in the use of equipment, systems or work methods in order to support the development of the team.

· Manage a small budget, and/or influence decisions about larger budgets, to ensure appropriate resources are available to run the team or work area.

	Skills, knowledge and experience

	· Experience of working in a similar role OR specialised skills acquired through significant on the job experience. 
· Level 5 qualification in Business Administration/Management (or willingness to undertake)
· Comprehensive understanding of the work practices, processes and procedures relevant to the role

· Experience of supervising staff, including ability to delegate and track performance.
· Experience of managing budgets and resources

· Empathy and sensitivity to the needs of staff

· Good written and verbal communication skills
In addition to the skills, knowledge and experience described, you may be required to undertake a lower graded role as appropriate.

	Performance Indicators

	· Delivery of specified results e.g. outputs, volumes.

· Accuracy of team’s work

· Achievement of short-term milestones

· Budgeted vs. Planned expenditure.
· Customer satisfaction (internal or external) and service level measures.

· Work force indicators (turnover, timeliness, absenteeism, etc.)



