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Trust HR & Governance Director  
Cheam Academies Network 

Salary: 			£71,008 to £76,446 - CAN Pay Scale 56-60 (to be reviewed after one year)

Reporting to: 		Chief Executive Officer

Responsible for: 	Human Resources, Governance & Compliance/ Legal

Location: 		Trust-wide (Outer London)

Role Level: 	Senior Executive Leader (below CEO) 
________________________________________

This is a full-time post for 36 hours per week. Starting salary will be in the range CAN 56 – 60 (£71,008 to £76,446). Annual leave entitlement is 25 days which must be taken during school holidays with the exception of up to a maximum of 5 days during term times where the CEO agrees the proposed dates.  

Working hours during the school term times and during holiday periods will be agreed according to the needs of the Trust with core hours being between 8.30am and 4.30pm with 30 minutes for lunch.  Additional hours to complete the working week will be required as needed, with a usual earliest start time of 7.30 am and a usual latest end time of 5.30 pm. This will be reviewed as needed should demands change.

The Trust HR & Operations Director is expected to attend all meetings of the full Trust board and Trust committees (excluding LGB meetings). The additional work required for this will be set against non-term time working hours (e.g. earlier finishes or an extra day not at work). 

[bookmark: _heading=h.yu3sfbvdzif]This is a very important post which will give the successful candidate an excellent opportunity to contribute to the work of the Trust and its schools through collaboration with the CEO, Headteachers, Chief Financial Officer (CFO) and Directors.   The role is varied and is line managed by the CEO.  Previous work in schools is not required for those with the relevant transferable skills.  

JOB DESCRIPTION

The job description should be read in conjunction with the contract of employment that shall set out the key terms and conditions of appointment.

GENERAL PURPOSE OF JOB

To deliver strategic leadership across the Trust’s people and governance strategies, ensuring exemplary HR practice and strong governance and compliance/ legal oversight.  The postholder will drive high organisational performance across all people and governance functions, enabling the Trust to deliver excellent educational outcomes. The postholder will also perform the functions of the Trust Data Protection Officer.

[bookmark: _Hlk223683307]The HR & Governance Director portfolio includes: HR, governance, compliance/ legal, co-line managing the school HR officers/ managers, staff wellbeing & attendance officers, governance clerks and other relevant staff.  A key aspect of the role will be to work through and alongside colleagues to achieve high-quality outcomes. 

MAIN DUTIES AND RESPONSIBILITIES 

STRATEGIC LEADERSHIP 
· Provide advice and guidance to the CEO, Trust Board and executive leaders on all aspects of Trust human resources and governance. 
· Work closely with the CEO, headteachers and other senior leaders to set the staffing structures for schools across the Trust and the central team.
· Provide clear and inspirational leadership to ensure the Trust has a positive culture that places our staff and their wellbeing at the heart of ensuring excellent outcomes for the children who attend our schools.  
· Develop a culture of high performance and ensure that succession planning is in place for key leadership and critical risk positions. 
· Take lead responsibility for policy development and implementation in all areas which comprise the HR & Governance Director’s portfolio. 
· Ensure that the Trust is represented in national, regional and local networks so that the Trust is alert to new trends and is familiar with current best practice in the sector. 
· Establish a high level of credibility, visibility and professionalism and maintain strong working relationships with internal and external partners.  
· Support the schools and senior leadership teams to ensure that high standards of professional behaviour and performance are achieved by all members of staff across the Trust human resources. 
HUMAN RESOURCES 
· Lead on the Trust’s people strategy, which focuses on recruiting, retaining and developing high quality staff in all roles as well as wider organisational culture and ethos.
· Develop and implement the trust staff wellbeing charter, providing strategic support for all staff with their workload and wellbeing. 
· Maintain, update and ensure consistent adoption of HR policies.
· Provide expert HR and workforce insight to the Executive Team and Trust Board. 
· Oversee, coordinate, and lead the development and continual improvement of the HR team across the Trust, co line-managing relevant HR staff in the Trust/ across schools. 
· Proactively advise on, provide support with and handle complex HR issues e.g., attendance management, grievance, disciplinary, capability etc. 
· Oversee employee relations, trade union engagement, and strategic casework.
· Lead and advise on recruitment, including developing job descriptions and person specifications and benchmarking and evaluating salaries and ensure compliance with legislation and guidance regarding safeguarding protocols and safer recruitment. 
· Ensure all aspects of the employee lifecycle, including contractual changes, issuing of documentation and all aspects from recruitment to termination, are supported across all schools.  
· Ensure safer recruitment and safeguarding compliance across the workforce. Be accountable for the single central records (SCRs) across the Trust and provide advice, leadership and direction to schools on SCR compliance. 
· Oversee external HR related contracts, e.g., Occupational Health, Employee Assistance Programme, benefits provider etc. 
· Be responsible for data management of all HR systems and advise on data protection compliance with regards to data sharing, storage and retention of employee records, ensuring all data is accurate and stored appropriately. 
GOVERNANCE & COMPLIANCE/ LEGAL   
· Act as the Trust governance professional and provide effective leadership of the governance function. 
· Line-manage the clerk(s) in a constructive and supportive way, coordinating across the trust high-quality, professional clerking services for the Trust board and its committees, including the distribution of agendas, minutes and papers in a timely fashion. 
· Lead on compliance with statutory and regulatory governance requirements, ensuring clear Trust policies and procedures, effective reporting, documentation and decision-making processes. Be fully aware of the requirements of the DfE ‘Academy Trust Handbook’ and the ‘Academy trusts: governance guide’.
· Provide advice and guidance to ensure that the members of the Trust Board and its committees discharge their duties in compliance with the appropriate legal and regulatory framework, including the scheme of delegation and the committees’ terms of reference.  
· Monitor and report to the CEO and the Trust board on the operation, performance and impact of governance across the Trust, including regular evaluation on the quality of governance.  
· Develop effective and inclusive governance recruitment practices and advise on election and appointment procedures. Ensure that safeguarding checks are carried out as appropriate across the Trust on new members, Trustees and governors and up-to-date records are maintained, including names, addresses, categories and terms of office. 
· Take the lead role in brokering legal advice and support as and when required in order to ensure that the Trust’s operations are morally and ethically sound, legal, compliant and in line with any relevant legislation and government policy, including the Academy Trust Handbook and other DfE protocols. 
· Contribute to the on-boarding or opening of new schools, including undertaking due diligence on potential new schools in all areas of non-academic operations which comprise the HR & Operations Director portfolio. 
· Perform the functions of the Trust Data Protection Officer. 
· Oversee the Trust’s complaints procedure.  
SAFEGUARDING RESPONSIBILITIES
· Ensure robust safer recruitment processes across the Trust.
· Maintain accurate and compliant SCR management across the Trust.
· Promote a safeguarding-focused culture within all operational and people systems.
GENERAL RESPONSIBILITIES 
· Serve as a key member of the Executive Team, contributing to strategic planning, Trust development and long-term sustainability.
· Lead on change management projects across the Trust, in liaison and collaboration with other members of the executive team, headteachers, senior Trust leaders, Trustees or other relevant roles. 
· Uphold professional standards for the role and follow all school and Trust policies and procedures. Uphold the Seven Principles of Public Life (Nolan Principles). 
· Comply with child safeguarding procedures and adhere to the Trust’s child protection and safeguarding policy at all times.  
· Participate in performance management and take part in appropriate training and development activities. 
· Maintain confidentiality in all areas of work and process personal and sensitive information in accordance with relevant legislation. 
· Undertake other reasonable duties as requested, in accordance with the changing needs of the organisation. 
This job description may not necessarily be a comprehensive definition of the post.  It will be reviewed as appropriate and may be subject to modification or amendment at any time after consultation with the holder of the post.

PERSON SPECIFICATION

The postholder will be expected to work effectively with both teaching and support staff at all levels as well as with governors, directors, and external agencies/contractors.  They will thus need the following qualities:

(All points are essential unless otherwise specified)  

QUALIFICATIONS  
· Educated to degree level or equivalent senior professional experience.
· As a minimum, associate membership of the CIPD/ CIPD Level 5 (or equivalent senior HR qualification). 
· Evidence of undertaking continuous professional development. 
· Further qualifications related to the role, e.g., governance, project qualifications (desirable). 
EXPERIENCE
· Senior leadership experience in a Human Resources and/or Governance role in a large, complex organisation.  
· Experience of leading organisational development, workforce strategy and employee/ industrial relations at senior level. 
· Experience of managing and advising on complex case work including attendance management, disciplinary, grievance, capability etc.
· Line-management experience, including effective delegation, coaching and developing others, and building and leading effective teams. 
· Experience of working constructively/ negotiating with trade unions. 
· Experience of advising and supporting a range of stakeholders, including senior and executive leaders, Trustees, staff and others, on a range of complex matters in relation to multi academy Trust/school leadership (desirable). 
· Experience of successfully managing statutory compliance issues (desirable).
· Experience in education, public sector or similarly regulated environments (desirable).
SKILLS/ KNOWLEDGE/ ABILITIES  
· Strategic thinking and long-term planning and ability to lead in complex, regulated environments with multiple stakeholders.
· Effective people leadership with a focus on culture, wellbeing and high performance.
· Excellent organisational and time management skills and the ability to work under pressure.
· Well-honed analytical skills, with the ability to interpret complex information, advice and legislation and present this in both written form and verbally to a range of stakeholders. 
· Ability to build strong relationships and communicate effectively to a range of stakeholders, including staff, leaders, Trustees, external agencies and others, with a high level of professional credibility. 
· Ability to work both independently and collaboratively. 
· Excellent proficiency in a range of ICT systems, including standard computer packages (e.g., Microsoft suite, Google) and role specific software. 
· Excellent, up to date knowledge of HR best practice and employment law and the ability to apply this to policy and procedure development. 
· Knowledge of teaching and support staff terms and conditions – STPCD, the Burgundy and Green Book and NJC terms and conditions. 
· Knowledge of governance within a multi academy Trust (desirable). 
· Adaptability and flexibility in working practices and the ability to know when to use their initiative.
· Ability to handle sensitive issues, keeping confidentiality as required.
· A high degree of professionalism in their approach to work and tasks set, and an ability to present an exemplary role model to others.
PERSONAL ATTRIBUTES  
· Strong personal and professional integrity, with resilience and the ability to motivate self and others. 
· Confidence in dealing with challenging conversations and adhering to policies and procedure. 
· Excellent personal organisation and a track record of timely delivery of tasks and projects, with a solution-focused approach to problems and competing priorities. 
· Resilient and reflective practitioner with the capacity to challenge and address areas for personal development. 
· Commitment to effective and compliant governance and the ability to ensure others adhere to relevant policies, procedures and legislation. 
· Upholds the Nolan Principles of Public Life. 
· Commitment to equity, inclusion and staff wellbeing.
· Willing to go the extra mile to support the young people in our Trust.
SAFEGUARDING
· Demonstrates a commitment to safeguarding children and ensuring the welfare of children. 
· Ability to remain calm, empathetic and treat all students with dignity and respect, even when faced with challenging behaviour. 
· Satisfactory Enhanced DBS check.

Training in school systems and practices will be provided both prior to the post being undertaken and during service.  Candidates are not expected to already be familiar with these elements.
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