
The Park Community School

Nestled close to the beautiful North Devon coast and at the edge of Exmoor, The Park Community School is one of two
11-16 comprehensive schools in Barnstaple. Park was opened in 1972 following the re-organisation of selective
education in the town; however, the origins of the school date back to 1910, with the site housing both the Boys and
Girls grammar schools. Many elements of the original buildings remain and this helps to link the school to its proud and
strong history.
The school currently educates 1472 students, mainly from the town of Barnstaple and outlying villages. In recent years,
the popularity of the school has meant that the geographical catchment has increased, with many students now
travelling some distance to join us. Most year groups are currently oversubscribed.

The school is a founding member of The Tarka Learning Partnership (TLP), an academy trust with a vision to empower
young people in North Devon through learning. The Trust includes Park’s main feeder primary schools - Eden Park
Academy, Sticklepath Community Primary Academy, Landkey Community Primary Academy, Roundswell Community
Primary Academy, Newport Community School Primary Academy, Fremington Primary School along with North Molton
Primary School. TLP also includes the Devon Primary SCITT, a partner dedicated to primary school teacher training.  
TLP supports Park and ensures academic rigour, collaboration and the further development of teaching and learning.
Park also has strategic alliances with the North Devon Academic Board, and is a member of South West Institute for
Teaching (SWIFT) and the North Devon Teaching School Alliance. This reflects a key focus of our vision and governance to
ensure continual school development.

As part of the Tarka Learning Partnership we are a Safe Employer and thorough checks will be carried out as part of our
commitment to Safer Recruitment. We do not accept Curriculum Vitae. Any successful candidate would be subject to a
fully enhanced DBS check, and would be expected to adhere to our Safeguarding and Child Protection Policy as well as
other mandatory policies. For more information please contact HR below.

Support Staff Vacancy Details

Job Title: Human Resources Manager (Maternity Cover)

Contract Type: Fixed Term Contract for Maternity Cover until July 2023, Part Time/Term Time only considered

Vacancy Closing Date: Tuesday 17th May 2022

Interview Date: Week commencing 16th May 2022

Start Date: As soon after 1st June 2022 as possible
How to Apply

Please visit http://www.theparkschool.org.uk/working-for-us to download the relevant application form. If you would
like to discuss any aspects of the vacancy in advance of applying please contact 01271 373131 or email

hr@theparkschool.org.uk. Please note we do not accept Curriculum Vitae.

This is an exciting opportunity to join Park School’s well-established and diligent HR team. You will be supported by the
School Business Manager and work alongside the HR Administrator. The successful candidate will work closely with key
members of the SLT, recruiting the right talent, supporting and enhancing staff performance and well-being. The
successful candidate will be people focused, have a solution-based approach and have experience in dealing with
employee relation matters and following HR policy and procedure.

http://www.theparkschool.org.uk/working-for-us
mailto:hr@theparkschool.org.uk


Job Title: Human Resources Manager (Maternity Cover)

Responsible to: School Business Manager

Responsible for: Human Resources Administrator

Work Pattern: Full Time - 37 hours per week, 08:00-16:00. Some flexibility of working hours may be required. Part time
hours considered. Term time only considered. Job share considered.

Annual Leave: Annual leave must be taken in consultation with school management and must be within school holidays.

Grade: NJC F (Scale points 24-25). £29,174 to £30,095. Starting point 24.

Principal Accountabilities:
1. Accountable for effective, proactive and compliant maintenance of all employee records including the schools

Management Information System (Bromcom) for staff and personnel files. Ensuring compliance with archiving
and record retention in line with GDPR and associated policies.

2. Responsible for accurate and timely processing to ensure an efficient and accurate payroll using iTrent,
Bromcom and other systems.

3. Responsible and accountable for the Single Central Record including administration, data entry and
house-keeping.

4. Responsible for the coordination of recruitment of all staff across The Park Community School; Ensuring school
compliance with Safer Recruitment Policy and related policies.

5. Responsible for accurate recording and reporting of training, qualifications, policy compliance and absence to
ensure the efficient and compliant running of the school.

6. To be proactive in driving efficiencies and improvement of HR administration.
7. Oversee and support the HR administrator in proactively driving efficiencies and improvement of HR

administration.
8. Coordination of employee onboarding and offboarding, including induction to ensure colleagues are suitably

inducted with essential policies, information, equipment and resources to enable them to perform effectively in
their roles.

9. Proactive and effective support and/or signposting for SLT and line managers for performance management,
absence, wellbeing and other HR related information, services or activities.

10. Effective liaison with other school administrative functions including resolution of in-day cover issues.
11. Provide support, advice and solutions to line manager and SLT regarding employee relation matters, policy and

procedures.
12. Support the school’s strategies and aims including workforce planning and change management processes with

senior managers.
13. Create, support and be an advocate for The Park School and The Tarka Learning Partnership emulating its values

and culture by developing partnerships and key meaningful relationships with colleagues across the school and
the Trust.

Shared Responsibilities to support the Leadership Team members:
1. Foster community links
2. Engagement with Tarka Learning Partnership, service providers, schools and colleges
3. Informing and monitoring school targets
4. Effective production and analysis of personnel management information
5. Work to strengthen and enhance The Park Community School’s values and culture
6. Work to safeguard staff, students and their data that we process

Main Duties:
Key Function 1: HR compliance
● Provide policy and compliance advice and guidance for senior leadership team and line managers
● Management of staff records, contact and contract details in Bromcom or other data systems and paper-based

staff files. Ensuring accurate, organised filing with agreed workflow, monitoring and updating.
● Lead on all aspects of staff contract management including issuing new contracts, changes to existing contracts,

ending contracts, managing queries and all other related administration.
● Ensure staff files are up to date and efficiently organised.



● Ensuring data retention policies are adhered to.
● Accountable for school compliance with regards to staff, volunteers, governors, visitors, agencies and contractors

and safeguarding in regulated activity.
● Management of safer recruitment process and Single Central Record. Collecting and scrutinising evidence, data

entry onto SCR, management of DBS, Risk Assessments, references, etc to ensure an accurate and compliant SCR
and safeguarding procedures.

● Coordinate and support all recruitment activities within the school, including references and supporting
application processes and decisions.

● Coordination and ensuring compliance of all HR processes and supporting systems and processes. Including staff
absence, well-being, communications.

● Take the lead role in updating HR ICT based systems, including submit, track and authorise absences, submit
contractual changes (currently using iTrent) and ensure our internal MIS is accurate with staff updates.

● Attend training/meetings with TLP staff (Operations Group for example).
● Engaging with other systems as required for HR compliance and progressing, for example, Parago for policy

distribution.

Key Function 2: HR processes
● Ensure accurate and timely processing of pay related activities to support and ensure payroll processes.
● Work in an efficient and proactive manner to plan for known changes, manage leave (annual, maternity,

paternity, others), pension process, performance increments, cost of living pay awards, salary statements, and
others.

● Effective liaison and relationship management and with the Payroll service and Park’s key contact.
● Provide timely management information to senior staff and support and trigger any HR processes, including

absence, capability, complaints, staff mediation.
● Responsible for effective recruitment, including recruitment packs, agency procurement, and placing of vacancy

advertisements across an agreed range of platforms.
● Coordination of new staff appointments and issuing of accurate contracts and associated paperwork.
● Coordination of interview schedules, documentation, paperwork and itineraries.
● Review existing ways of working, presenting efficiency and operational improvements to senior staff to bring

improvements to this function and other aspects of school operations.
● Coordination of induction activities, events and resources.
● Coordination of exit interviews and process.
● Ensuring effective communication of staff changes for IT/Operational purposes.

Key Function 3: Staff services
● Coordinate and support staff induction processes.
● Coordinate and support staff exit interviews.
● Working with colleagues to support the production of the workforce census.
● Working with staff to support the wellbeing, inclusion of all colleagues.
● Supporting staff with HR policy related queries and questions, complaints and conflict resolutions.
● Working with senior colleagues to support HR processes, compliance, staff development, staff support and

wellbeing.
● Work with colleagues to support efficient school operation and communications.
● Support the work of other functions through providing advice, support, assistance and information sharing.
● Coordination of staff evacuation plan and paperwork.
● Any other duties as deemed necessary and reasonable by line managers.

 



Person Specification

Category Requirement Essential/
Desirable

Assessment
Method*

Qualifications,
Education and
Training

● Good standard of GCSEs (Maths and English grade C
or above)

● Education to Level 3 standard
● CIPD qualification or progress towards
● IT Literate (Microsoft Office) (Google Apps)
● Experience of using school management information

systems
● Willingness to undertake training and

self-development
● H&S - Experience of DSE/Staff Risk Assessments

E

E
E
E
D

E

E

 

Professional
Knowledge

● Up to date knowledge on general HR policies and
procedures

● Manual handling
● Knowledge of Safeguarding and safer recruitment
● Knowledge of Data Protection
● Knowledge of computer-based information

management systems
● Awareness of current employment legislation
● Solution based approach

E

D
E
E

E
D
E

O

O 

Experience ● Experienced and capable of advising on HR issues.
● Experience working with policies and procedures and

confident to advise colleagues on these
● Work in an administrative capacity
● Work in an educational environment
● Experience of OSHENs/Staff Risk Assessments

E
E

E
D
D

O

Professional
Skills/Attributes

● Strong interpersonal & Communication skills.
● Highly efficient administrative skills and good

personal organisation and time management.
● Ability to empathise and communicate and

collaborate confidently and effectively at all levels
from students; suppliers, staff, governors and senior
leadership.

● Strong IT skills including use of online administration,
forms, workbooks, mail merges, etc.

E
E

E

E

T
T

O

T

Attitudes ● Risk averse
● Empathetic
● Flexibility in working hours
● Enjoys working as part of a team
● Able to work under own initiative and independently
● Able to reflect and learn from experience
● Resilient and able to function well under pressure
● Propensity for attention to detail

E
D
D
E
E
E
E
E

T
O

O
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