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Job Title:   Deputy Head of Human Resources  
     
Hours: 37.5 hours per week 52 weeks of the year  
 
Reports to: Head of HR  
 
Starting salary range:  £45,569-£47,188 
 
 
Deputy Head of Human Resources- Job Description 
 
➢ Supporting delivery of a cohesive and effective HR strategy for the Trust. 
➢ Support development and implementation of HR management systems and 

processes to ensure HR information, policies and procedures are properly 
managed and implemented and best practice is shared across the team, and the 
wider Trust as required. 

➢ Support management of all aspects of recruitment of personnel, in line with ‘Safer 
recruitment’ practices and Trust policy. 

➢ Provide a full spectrum of professional HR services including contract 
management, recruitment, retention and professional development for all Trust 
employees. 

➢ Provide timely advice on HR issues in relation to absence management, 
disciplinaries, grievances, case work, performance management and probationary 
management to ensure compliance with legislation and HR policies and 
procedures. 

➢ Advise, support and coach managers on the interpretation and application of 
policies, processes and procedures, ensuring these are applied fairly and 
consistently. 

➢ Recommend appropriate courses of action in line with best practice, policies, 
employment legislation and relevant regulatory frameworks. 

➢ Provide advice and support to managers in change management activities such 
as redundancy, TUPE and other organisational change situations attending 
homes/schools if appropriate ensuring correct information and consultation 
processes are followed. 

➢ Ensure accurate records are maintained so that appropriate information is 
available to support any present or future decisions/challenges in relation to HR 
and other matters. 

➢ Collate and provide management information on sickness absence, turnover, 
discipline, grievances and performance capability to directors, senior managers 
and other managers to ensure that the HR business matters are managed and/or 
resolved as quickly as possible. 

➢ Work as part of the team to review, maintain and issue policy documents, 
handbooks, contracts of employment, and role profiles so that they are up to date 
with current legislation and HR best practice. 

➢ Manage and prioritise a varied employee relations caseload, working to tight 
timescales. 
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➢ Take all reasonable steps to ensure appropriate confidentiality but always having 
regard to safeguarding responsibilities and to keep the schools compliant with data 
protection law. 

 
 
 
Deputy Head of Human Resources- Person Specification 
 

The successful candidate will be an experienced Deputy Head of Human Resources 
or Head of Human Resources with a demonstrable track record of having delivered 
successful HR operations and strategy, ideally with a significant degree of change, in 
an organisation of significant scale and/or complexity. They will be a dynamic, 
proactive person, capable of inspiring teams, working across functions, and 
effectively navigating a complex stakeholder landscape. The successful candidate 
will be naturally collaborative and will act as a role model for AST values. They will 
ideally bring all or most of the following: 
 

➢ Experience operating at Deputy or Head of Human Resources, contributing 
effectively to wider organisational issues. This could have been gained in the 
private, public or third sectors. 

➢ Strategic thinker with demonstrable ability to initiate action to resolve 
problems; overcome barriers; exploit opportunities. 

➢ Developed and delivered comprehensive operational HR strategy in a 
complex organisation. 

➢ Experience of working in a variety of environments, demonstrating both sound 
judgement and independence of mind, as well as authority. 

➢ Proven track-record in dealing with complex staffing issues, including 
grievances, disciplinary etc. 

➢ Experience in working with governance best practice and applying it in an 
operational HR context. 

➢ Previous responsibility for managing human resources with excellent people 
skills and understanding of complex HR issues. 

➢ Proven record of establishing productive working relationships and effective 
partnership working across internal and external networks. 

➢ Experience in restructuring, re-deployment and redundancies. 
 

 

SKILLS & QUALIFICATIONS  

 
Qualifications/Professional membership 
 

➢ Chartered membership of CIPD or equivalent experience. 

➢ Degree qualification. 

➢ Level 7 CIPD qualification. 

➢ Evidence of continuing professional development.  
 


