HEREFORDSHIRE, LUDLOW NORTH SHROPSHIRE COLLEGE 

Job Description  and Person Specification

POST TITLE:		Head of HR and Payroll

REPORTS TO:	Director of Finance

JOB PURPOSE:	This post is of strategic importance to the success of the College’s mission, ‘To realise potential and support success’

[bookmark: _Hlk161385750]The Head of HR and Payroll will lead a high-performing, modern, data-driven service that underpins effective workforce planning, staff wellbeing and EDI, payroll and pension management (LGPS and TPA), and staff development.

The post holder will ensure:
· An efficient, integrated HR and Payroll function that supports the College’s strategic aims.
· Continuous improvement of the HR and Payroll systems, ensuring compliance with all statutory reporting requirements.
· Recruitment and vetting processes that meet safer recruitment standards with an accurate and compliant Single Central Record to support the College’s safeguarding obligations.

MAIN DUTIES AND RESPONSIBILITIES

This job description is not intended to be a complete list of all duties.  A flexible approach is essential, and responsibilities may be amended within the scope of the post.

· Develop and align HR and Payroll policies and procedures that reflect the College’s strategic intent, curriculum growth, quality improvement, follow best practice and comply with employment legislation.

· Lead a culture of continuous improvement within HR and Payroll, understanding the systems and controls to provide meaningful and accurate staffing information for strategic and operational planning.

· Promote and strengthen internal communications, ensuring HR and Payroll policies and procedures are clearly communicated and understood.

· Lead the development and optimisation of the HR and Payroll systems, ensuring data accuracy, efficient workflows and high-quality reporting.

· Ensure all HR and Payroll policies are reviewed and updated on a regular cycle, complying with legislation and sector expectations.

· Maintain and HR and Payroll risk register and ensure that key risk are monitored, mitigated and reported appropriately.

HR

· Ensure full compliance with Safer Recruitment requirements, including training managers appropriately and maintaining an accurate Single Central Record in line with Keeping Children Safe in Education.

· Maintain up-to-date knowledge of employment legislation, HR best-practice and sector developments  to provide high-quality advice to senior leaders and managers, thereby reducing legal risk and supporting effective people management.

· Oversee complex employer relations matters, including leading negotiations, consultations and communications with the College’s staff and their representatives, to ensure fair, timely and legally compliant resolution.

· Monitor the performance of the College’s outsourced occupational health and employee assistance services to maximise the benefits for pre-employment screening, monitoring and supporting sickness absence and staff wellbeing, including mental health.

· Manage staff survey arrangements, interpret results and support implementation of initiatives to make improvements.

· Contribute to medium and long-term workforce planning by analysing trends, turnover, recruitment needs and skills gaps.

Payroll and Pensions

· Oversee and support the College’s well-managed payroll process, whereby staff are paid accurately and on time, and legal obligations and audit requirements are fulfilled.

· Oversee and support of all aspects of pensions administration (Teachers’ Pensions and the Local Government Pension Scheme) to understand the College’s obligations and processes to ensure that the administration of the schemes is undertaken effectively.

· Review, research and implement effective employee benefits that aid staff recruitment and retention.

· Manage the reporting of statutory information such as Gender Pay Gap and FE Workforce Data.

· Work with the internal auditor to ensure that relevant enhancements and actions are untaken as appropriate and in a timely manner.

Staff Development

· Develop and implement effective training programmes aligned to College priorities, including management training, induction, HR policy roll-out, and systems training.

· Contribute to the development of a sustainable and supportive working environment, including pro-active mental health and wellbeing initiatives.

· Oversee staff training and development within the College, ensuring efficient use of resources, to improve the quality of teaching, learning and support.

· Ensure that all staff training needs are identified and met, in line with the College's strategic and operational plans.

Equality, Diversity and Inclusion

· Lead on the review, development and implementation of effective staff EDI policies and procedures to ensure legislative compliance and fulfil obligations under the Equality Duty.

· Manage Staff EDI matters professionally and promptly, promoting an inclusive culture across the College.

General Management

· Provide regular reports for the College Management Team on HR, payroll, staff development and staff EDI, ensuring decisions are informed by accurate, timely information.

· Manage the HR and Payroll team, across College sites, providing effective leadership, coaching and support.

· Ensure the College’s financial regulations and procedures are adhered to by staff within the HR and Payroll function.

· Ensure that all staff reporting to you understand their responsibilities regarding safeguarding, child protection, Prevent and Health and Safety and that College policy is properly adhered to.

· Participate in ongoing personal development as a full member of the Operations Management Team.

· Participate in the College’s appraisal system.

· Undertake appropriate training and development for the College staff

· Any other reasonable duties as required.

PERSON SPECIFICATION
Head of HR and Payroll

	
	Essential
	Desirable

	Qualifications
	· CIPD qualified to level 5 as a minimum
· Member of Chartered Institute of Personnel & Development (CIPD)

	· A degree.
· A higher management qualification.


	Knowledge and Experience
	· A track record of success in HR and payroll management
· Experience in managing HR / Payroll systems and reporting on payroll data
· A track record of successfully managing the finances of a service and controlling budgets.
· Good working knowledge of current employment and payroll, law and guidance
· Good working knowledge of staff development issues and procedures
· Sound knowledge of current EDI practices

	· A track record of success in management within an educational environment.  
· Good working knowledge of HR / Payroll data reporting in Further Education 
· A sound knowledge of the funding systems of further education.


	Skills and Qualities
	· A strong commitment to the success of the College. 
· Vision and enthusiasm for the future of the service.
· Strong interpersonal skills.
· Excellent written and oral communication skills.
· The ability to represent the College in the external community.
· A commitment and ability to ensure and improve the financial viability and success of the service which will involve proposing and taking specific and decisive actions. 
· Sound organisational and administrative skills.
· A good level of computer literacy.
· The ability to resolve effectively, operational challenges and difficulties which will require a proactive and flexible approach to management.
· The ability to work and achieve results under pressure and at pace.
· The ability to work effectively as a key member of a team, develop effective working relationships with colleagues, and abide by majority decisions.
· A commitment to adhere to all college policies and procedures, and work to corporate College standards.
· The ability to inspire and motivate others to succeed.
· Excellent people management skills, including the ability and willingness to congratulate and reward success and confront and resolve poor performance or misconduct.

	· A track record of the development of successful partnerships with external organisations.
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