
 
 

Job Title Trust HR Business Partner 

Grade Essex Scale 10 (point 34-37) 

Reports to Director of HR, Operations and Governance 

Work pattern  This is a 37 hour per week, full time (year round) post and not a term time 
post 

Location   Based at Discovery Educational Trust central offices at St Martin’s School in 
Brentwood, with split site responsibilities to support Chase High School in 
Southend on Sea. Flexibility is essential to support both secondary schools, with 
some travel to primary school sites (all Brentwood based).  

Liaison with All staff and governance levels, primarily Local Governors, Headteachers (HT), 
Senior Leadership Team (SLT) members and Central Services team members. 

Direct Reports School-based HR colleagues 

Job Purpose • Primarily responsible for operational delivery of HR in the Trust’s 
secondary schools, but also identifies opportunities to share best 
practice and initiatives with the Trust’s primary schools.  

• Implements HR strategy locally, ensuring compliance with best practice. 

• Supports the ongoing centralisation of HR services for the Trust. 

• Supports and contributes to the Trust’s aim to share knowledge, 
resources and best practice between its schools. 

• Champions excellent stakeholder service to internal stakeholders. 

Recruitment and 
Onboarding 

• Manages the delivery of recruitment best practice locally, through Trust 
Recruitment Officer, to ensure creative and cost effective recruitment, 
which complies with safer recruitment practices. 

• Oversees local HR practice to ensure HR files are audit and Ofsted ready.  
• Responsible for overseeing local HR practices to ensure that the SCR for 

SMS and CHS is compliant and Ofsted ready, carrying out periodic spot 
checks. 

• Ensures risk assessments are in place for new joiners where safer 
recruitment checks are outstanding, monitoring progress through 
Recruitment Officer. 

• Supports secondary schools to implement a comprehensive and 
consistent onboarding and induction process.  

• Monitors safer recruitment training for interviewers. 

Payroll /Data • Receives, checks and approves monthly payroll data for secondary 
schools and ensures timely submission to central Payroll. 

• Receives, checks and approves reports from Payroll to enable payroll 
payments to be processed. 



 
• Manages School Workforce Census annually, ensuring quality data is 

input to the HR system throughout the year in preparation for the 
census. 

Employee 
Relations 

• Leads or supports investigations, hearings, and informal/formal 
processes within schools (capability, disciplinary, grievance etc). 
May include collating supporting documentation and assisting with 
drafting outcomes for such cases. 

• Provides coaching to line managers on handling people issues. 
• Escalates significant or high-risk cases to the HRD, seeking legal advice as 

appropriate (eg performance, emerging complaint etc). 
• Ensures documentation for completed casework is collated and available 

for future review.  
• Assists with compiling evidence and documents for referrals to TRA/DBS 

as may be appropriate. 
• Seeks advice from DoHR as needed, particularly for issues likely to 

escalate or require legal input. 
• Monitors exit interview feedback for secondary schools, identifying 

trends and providing feedback to EHT and HT as appropriate. 

Performance 
and 
Development 

• Ensures effective processes are in place for professional development, 
performance management and training of all staff including satisfactory 
monitoring of probationary periods. 

• Works with line managers to identify opportunities to utilise 
apprenticeship levy at CHS and SMS for either new hires or furthering 
development for existing staff. 

Absence 
Management 
and H&S 

• Manages and monitors absence caseload for secondary schools, 
including making OH referrals, putting risk assessments in place and 
facilitating return to work processes based on OH advice.  

• Develop and implement best practice for absence management within 
the secondary schools, with the aim of supporting employee wellbeing 
and reducing unnecessary staff absence costs.  

• Implements policy and champions wellbeing and absence management 
initiatives locally.  

• Ensures schools take a consistent approach to managing sickness 
absence and also paid/unpaid absences (eg Time off for Dependants). 

• Coaches line managers/SLT on best practice on undertaking effective 
return to work interviews in line with DET Policy. Provides an escalation 
point for emerging concerns and next steps. 

• Works closely with key stakeholders and line managers to identify and 
proactively manage emerging absence issues (Eg frequent or long term 
sickness absence). 

• Conducts welfare calls and manages progress of absences cases in line 
with DET policy. 



 
• Conducts welfare checks for staff members who have reported an 

accident (as advised by Estates Manager following an incident).   
• Reviews absence data for all schools. 

Policy  • Ensures staff have a clear understanding of relevant HR policies and 
responds to queries accordingly, escalating as appropriate. 

• Advises the EHT and HT with regards to compliance with legislation 
concerning employment protection, equal pay, sex discrimination etc. 
and the implementation of these policies in the school. 

• Assists with Trust policy review cycle.  

Trust-wide HR 
projects 

• Supports HRD in co-ordinating and implementing Trust-wide HR 
projects, including centralisation of various HR processes, centralised 
reporting etc.  

General • Establishes effective working relationships with all stakeholders, internal 
and external. 

 
 



 
PERSON SPECIFICATION  
HR Business Partner 
 

Skill/Experience 
 

Examples 

Specific 
Qualifications 
and Experience 

A good standard of education (A-Level or equivalent). 
CIPD Level 5 or equivalent – desirable 
Education sector experience is not essential, but an appetite to learn the particular 
nuances of practising HR in this unique sector is a must. 
Experience of working at pace with senior stakeholders with competing demands. 
Line management experience. 

Employment 
Law 

Solid UK employment law knowledge – essential. 
Knowledge of Teacher/Support Staff terms and conditions – desirable. 
Excellent risk management skills and understanding of escalation criteria. 

Employee 
Relations 

Proven experience of managing ER caseload and able to confidently support schools in 
managing such matters towards resolution. 

Project 
Management  

Evidence of setting up and managing projects to a successful outcome. 

Analytical  Focused attention to detail. Able to analyse data to identify patterns and trends and 
make recommendations. 

Technology Highly competent ICT skills, specifically, across the Office suite. Experience of using HR / 
payroll systems. 
Appetite to utilise technology to facilitate more efficient and effective HR processes. 

Communication  Ability to communicate effectively at all levels and be seen as a trusted adviser. 
Articulate, empathetic and measured, but can deliver robust feedback when necessary.  
Outstanding written communication skills with an ability to tailor correspondence to fit 
audience. 
Ability to overcome barriers to effective communication.  

Motivation A proven self-starter with the ability to shape a role and make it their own. Able to 
motivate others towards a shared goal.  

Negotiating Highly effective negotiation and influencing skills and the ability to achieve best 
possible outcomes. 
Ability to manage difficult or challenging situations/conversations effectively. 

Relationships Ability to build strong and effective relationships across all stakeholders, quickly gaining 
confidence and trust.  

Team Work Work collaboratively as part of a team, but also on own initiative and with minimal 
supervision. 
Be a role model for DET values and behaviours. 
Provide “expert” insight empathetically. 
Train and develop others, as necessary.  
Ability to transfer new knowledge to the workplace and share knowledge on a practical 
level, as required. 



 
Information 
Sharing 

Develop and implement highly effective systems to share and safeguard information. 

Strategic 
Thinker 

Ability to think strategically and contribute to discussions and decision-making in a 
meaningful and collaborative way. 

Organisational 
Skills 

Excellent organisational skills. Organised approach to managing caseload (absence /ER) 
to ensure deadlines are met.  
A positive and creative approach to tackling tasks. 

Confidentiality  Understanding of procedures and legislation relating to confidentiality, specifically, 
GDPR. 
Professional discretion. 

Problem Solving 
Skills and 
Decision 
Making 

Ability to anticipate, assess and deliver solutions to problems with clear, logical 
thinking. Resourceful and demonstrates a creative approach to work. 
Able to resolve complex problems independently. 

Equality, 
Diversity and 
Inclusion 

Strong knowledge of and commitment to equal opportunities and anti-discriminatory 
practice.  
Is up to date on Safer Recruitment Training 

Health and 
Safety 

Good understanding of Health and Safety. 

Child Protection Good understanding and compliance with Child Protection procedures. 

Continuing 
Professional 
Development 

Leads by example in terms of self development. 

 


