
 
 
 
 

 
 
 

Empowering Young People in North Devon 
through Learning 

 
 

www.tarkatrust.org.uk 

 

 

 

Job Application Pack 

 

Job Position:  Human Resource Leader 

 

Date: January 2020 

 



 

www.tarkatrust.org.uk 
 

Contents: 

 

Welcome 

Advert 

Job Description 

Personal Specification 

Terms & Conditions 

Application, Interview & Selection 

Recruitment process 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

www.tarkatrust.org.uk 
 

Welcome: 

Thank you for your interest in applying for the post of HR Leader for Tarka Learning 

Partnership. We are delighted you are considering working for Tarka in a role that is 

key to supporting the ongoing development of our people strategy and our work 

towards becoming an employer of choice. 

Tarka Learning Partnership is a Multi Academy Trust based in Barnstaple, North 

Devon. We comprise of 1 secondary school, 5 primary schools, the teacher training 

organisation known as Devon Primary SCITT and the Devon Teaching School 

Partnership. We have approx. 2700 pupils and 490 employees. There are 2 further 

primary schools with approx. 400 children and 80 staff due to join the Trust before 

August 2020.   

Our focus is supporting school improvement first and foremost through collaboration 

with our school partners. This is done through a small central team with the following 

specialisms: School Improvement; Finance; Governance; HR; Estates.   

This post will, with the Trust central leadership team and school leaders take 

responsibility for policy, and the operational and transactional HR activity across the 

Trust. The post holder will provide clear and consistent guidance, professional 

support and advice across the full range of HR activity working with all Trust 

stakeholders.  The function will be supported through a retainer for specialist HR 

advice and updates on employment law from Michelmores, our legal partners. 

This post is designed to create and ensure that all strands of the Tarka Learning 
Partnership’s people strategy are implemented at local level within the groups they 
support. The post holder will be expected to ‘model’ a customer-centered approach 
and a commitment to personal and professional development. Success will depend 
on bringing about change through; patient, persistent effort using strong advocacy 
skills; the ability to work with managers at all levels; the courage to challenge the 
status quo, where needed; the deployment of a range of specialist tools and 
techniques and highly developed interpersonal and organisational skills. 
 
The post holder will be expected to make a significant impact at school level on; 
employee relations, workforce planning, human resource development and 
performance management and staff retention agendas. 
 
Further information regarding the Trust and its partners can be found on our website. 

If you would like to find out more about the role please contact, Mo Cann at 

mo.cann@tarkatrust.org.uk. 

If you believe you have the qualities, experience and skills required to make a 

success of this role then we would be delighted to hear from you. 

 

 

mailto:mo.cann@tarkatrust.org.uk
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Advert 

Grade H £36,876 - £40,760    
Permanent Full Time 37 hours per week 52 weeks. [Option for Term Time contract] 
Closing Date: Monday 10th February at noon. Interview Date: Monday 2nd March 
2020 

Tarka Learning Partnership is a Multi Academy Trust comprising of 1 secondary and 
5 primary school sites, plus 2 schools joining on 1st May 2020.  We are seeking to 
appoint an experienced Education HR professional from Easter 2020 (or as soon as 
possible). You will contribute to and lead on HR strategy and case load matters 
across the Trust, including policy development, liaison with Trade Unions, safer 
recruitment & well-being strategy. You will be the first point of contact on all HR 
matters for schools, ensuring compliance with safeguarding requirements and policy 
procedures across the Trust. 

You will develop and build close working relationships with all Trust stakeholders and 
work closely with the central Trust leadership team. 

The successful applicant will have 

• CIPD qualification, or working towards, preferably with significant experience 
in an educational setting 

• Experience of managing HR across an organisation  

• Strategic vision, ability to develop policy and understand the importance of 
systems & processes  

• Strong communication skills, providing clear & consistent guidance 

• A proven track record of successful relationships with a wide range of stake-
holders and excellent team-management skills.   

• Good organisational and administration skills and comfortable working in an 
environment of change 

• The ability to work flexibly and have excellent attention to detail. 

• Ability to travel between sites 

This is an excellent opportunity for someone looking to develop their skills within a 
newly created post. You will be supported by a motivated, professional and 
dedicated team, including access to external legal HR advice & guidance and 
opportunities for networking and professional development. 

This appointment is subject to safer recruitment procedures, receipt of satisfactory 
references and an enhanced DBS with Children’s barred list clearance. Application 
form and supporting information can be found www.tarkatrust.org.uk 

http://www.tarkatrust.org.uk/
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Job Description 

Job Title:  Human Resources Leader 
 
Salary Range: Grade  H £36,876 - £40,760 
 
Hours: Full time: 37 hours per week 52 weeks. [Term time only working will be 
considered] 
 
Responsible to: The CEO 
 
Responsible for: Human Resource Services for the Trust 
 
Main Responsibilities:  
 

• The purpose of the role is to lead and broker the provision of the full range of 
professional HR services to support the Directors, Central Trust team and Head 
Teachers in the implementation of their School Plans 

• Lead on the HR strategy and ensure, the associated documents and policies are 
used as a framework for focusing staff-related activities, advice is given in a 
consistent and enabling way and that all staff are treated in keeping with the Tarka 
Learning Partnership Trust values. 

• The post holder will be expected to commit fully to participating as an active Trust 
central staff team member, locally representing the function and ensuring that the 
Trust’s Executive Team is kept informed and advised in relation to all issues raised 
by school leaders and managers. 

 
Strategic  
 

• To research and develop HR policy and practice, including safer recruitment 
policies and documents 

• To support the Trust Risk Management processes relating to HR 

• To monitor and advise the trust central team on the local effectiveness of HR 
Strategy, Policy and Procedures and ensure that policy review and development 
aligns HR with legal processes and Trust values. 

• To develop realistic short and medium-term trust wide strategies and plans for 
school resourcing, performance management and capability improvement, working 
with appropriate members of the Trust central Team and HR legal provider, and 
ensuring that all strategies are formally monitored and reported and revised 
annually as part of the Trust planning process. 

• To review all HR activities in the schools and identify any areas where HR policy, 
contractual terms and conditions and/or procedures, are not fit for purpose, making 
recommendations to the trust central Team and school leaders on areas for 
improvement, ensuring that all decisions are compliant 

• To support programmes of planned cultural change, contributing to the design of 
such initiatives using local knowledge, delivering briefings and relevant training 
jointly with other HR professional staff, and undertaking local monitoring of such 
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initiatives, ensuring that all staff understand the short- and medium-term benefits 
of making the changes. 

• To provide the CEO/CFO/Directors with relevant management information and 
facilitate a proactive and strategic approach to all areas of HR activity, ensuring 
benchmarking and reporting of information is undertaken to enable and inform 
both school and Trust level decision making. 

• To actively promote and embed the Trust’s Diversity and safeguarding agenda in 
all school activities, with all staff and key stakeholders, and to undertake regular 
monitoring of key diversity and safeguarding indicators in respect of school plans 
and staffing strategies and all staff related activities, including carrying out impact 
assessments, as necessary, and ensuring that family friendly working options are 
considered. 

• To contribute to employee relations strategies & well-being agenda 

• To contribute to the development of an apprenticeship strategy 
 
Leadership and Management  
 
▪ To provide professional advice and support to all school staff, including senior 

managers, on the interpretation and application of all employee relations policies, 
and to manage a portfolio of casework, to move forward ‘people issues’ in trust 
schools to support & enable school improvement 

▪ Manage & advise on complex employee relations cases up to and including 
dismissal, including liaison with LADO as appropriate.  

▪ Oversee the implementation of all HR policies including grievance, staff conduct 
and capability, reviewing policy where appropriate  

▪ Provide detailed guidance for recruitment processes and appointment of staff 
across the Trust ensuring safeguarding requirements are met 

▪ To review annually the TLP Pay Policy & Appraisal/Performance Management 
Policies 

▪ Provide guidance and support to Schools, Directors and Governors on policy and 
procedures, including attendance at relevant HR meetings or tribunals 

▪ To act as first point of contact between schools on any related HR matter 
▪ To act as lead contact for Trade Unions, developing the relationship with Trade 

Unions, including attendance, organising the agenda and liaising with schools 
▪ To develop and review policy regarding equality  
▪ To be the lead on any restructuring/redundancy processes 
▪ To develop and review Staff wellbeing services/contracts 
▪ To ensure HR Services & processes are compliant in schools – including the 

single central record through school visits 
▪ To lead on internal advertising for Trust wide staff vacancies 
▪ To administer Trust wide personnel documentation ensuring up to date 

information is available to all schools  
▪ To undertake training on HR matters with Head Teacher, Directors and 

Governors as required 
▪ To support Headteachers with school-based meetings which require additional 

Trust representation 
▪ To lead on Statutory reporting of HR related matters, including Gender Pay Gap, 

Equality & information required for the Financial Statements 
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▪ To maintain personnel records for Trust Headteachers and other partner 
organisation leaders 

▪ To support the recruitment of Trust Central staff and Headteachers 
▪ Develop a policy of succession planning as a Trust 
▪ To support job Evaluation & compliance to NJC, Soulbury, Teachers Terms & 

Conditions, advising on pay 
▪ Advise on pay scales, allowances acting as liaison with schools and payroll 

provider to ensure consistent application across the Trust  
▪ To review and implement with schools Workforce Disability Policy  
▪ To review and implement the apprenticeship strategy 
▪ To on-board new schools joining the Trust to ensure a seamless transition 

(including due diligence/TUPE consultation & general HR support). 
▪ To increase school leader competence and confidence in HR related issues (e.g. 

Conflict management, performance management, absence grievance, discipline 
& capability) through effective coaching, training, advice & guidance. 

▪ Oversee Pension administration compliance & obligation, ensuring annual audit & 
year end processes are managed and conducted on time, without error. 
 

 
The above-mentioned duties are neither exclusive or exhaustive, the post-holder 
may be required to carry out other duties as required by the Trust. The responsibility 
level of any other duties should not exceed those outlined above. 
 

This job description will be reviewed annually to reflect the plans, growth and 
development of the Trust. 
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Person Specification: 

 

Education and Professional Qualifications Essential  Desirable 

Relevant first degree or practical experience that demonstrates relevant 

levels of knowledge and skill. 

  

CIPD (or extensive experience in an education setting)   

MCIPD Chartered Membership   

A qualification in mediation, coaching or consulting.   

   

Experience and Training   

Experience of working in HR in a school setting; demonstrating an 

understanding of teachers’ and support staff terms & conditions and an 

empathy with school issues 

  

Demonstrate a proven track record of successful HR generalist 

experience in a highly customer focused organisation. 

  

Demonstrate a proven track record of working with managers at 

different levels on human resource management strategies and 

activities. 

  

Demonstrate a good understanding and knowledge of current 

legislation, together with extensive recruitment and employee-relations 

experience. 

  

Demonstrate a high level of communication skills, both written and oral.   

Demonstrate evidence of working independently to high professional 

standards and tight deadlines, preferably in a multi-site unionised 

environment.  

  

Evidence of involvement in HR strategy and policy development, 

including analytical and policy/report writing. 

 

  

Demonstrate a sound understanding of job evaluation, grading & equal 

pay issues 
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Demonstrate the ability to work effectively as a member of a team to a 

high professional standard and tight deadlines. 

  

Experience of preparing business cases and proposals for internal clients   

Evidence of working with specialist and professional support groups on 

change initiatives, demonstrating an understanding of their issues. 

  

Comfortable working with statistical information e.g. collating and 

interpreting information from a range of sources and drafting reports 

based on the information. 

  

Confident and effective when communicating with people at all levels 

i.e. building effective relationships; facilitating discussions with 

individuals and groups; dealing sensitively, patiently and diplomatically 

with complex and emotionally charged situations with the ability to 

assess implications and identify risks. 

  

Competent in the use of computerised systems and applications, 

including using a Computerised HR database systems with employee and 

manager self-access, and working with applications such as Word, Excel, 

Outlook and PowerPoint 

  

Evidence of working in both the public and private sectors would be 

beneficial. 

 

  

HR Evidence of working with values-based competency frameworks for 

workforce planning and performance management. 

  

   

Skills, Personal Attributes and Abilities   

Well planned and organised, both personally and as a team member, 

being able to break down a course of action into smaller steps and 

making allowance for potential problems 

  

Ability to effectively deliver conflicting priorities and challenging 

workloads by maintaining focus on agreed objectives and deliverables 

whatever the circumstances and monitoring progress against targets. 

  

Ability to work under pressure to tight deadlines while applying quality 

standards to all tasks and ensuring that nothing is overlooked. 

  

Ability to work flexibly by taking account of new information or changed 

circumstances and modifying understanding of a problem or situation 

accordingly. 
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Ability to deal sensitively, patiently and diplomatically with complex and 

emotionally charged situations. 

 

  

Able to identify customer needs and expectations and keep them in 

mind when taking actions or making decisions. 

  

Able to identify gaps in available information required to understand a 

problem or situation and to devise means of remedying such gaps. 

  

Comfortable with working both in a team, and individually on a discrete 

portfolio of work 

 

  

Willingness to work long hours on occasion and to travel to attend 

courses and conferences, occasionally involving overnight stays. 

 

  

Willingness to participate fully in the life of the Trust, supporting 

colleagues across a range of disciplines 

  

 

 

Tarka Learning Partnership is Committed to safeguarding and promoting the welfare 

of all our pupils and expects all employees and volunteers to share this commitment. 

All posts are subject to an enhanced DBS check. 
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Terms & Conditions: 

 

Salary: Grade H starting point  £36,876 on 5 point incremental 

scale to £40,760 

 

Place of Work:  You will be based at the central team office currently 

situated within Newport Community School Primary 

Academy in Barnstaple – EX32 9BW. Upon the opening 

of Roundswell Community Primary Academy, Barnstaple 

in September 2020 the Central team will relocate to EX31 

3XD.  You may be required to travel and work at any of 

our school sites for short periods. 

 

Hours: 37 hours per week, 52 weeks per year.  It is expected 

though that for a post at this level the postholder will be 

required to work the hours required to fulfil the necessary 

duties during term time with the ability to take time in lieu 

during school holiday periods. [Term time working will be 

considered and the salary will be pro-rata in this instance] 

 

Annual Leave:                     Leave entitlement will be minimum of 23 days plus 8 

Bank Holidays, rising to a maximum of 31 days plus 8 

Bank holidays (dependant upon length of Local 

Government Service) 

 

Pension:                              You will be enrolled in the Local Government Pension 

Scheme from day one of service. 
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Application, Interview & Selection 

 

For an informal discussion about the post or for more information regarding Tarka 

Learning Partnership please contact Mo Cann on mo.cann@tarkatrust.org,uk. 

 

You will be selected for interview entirely on the contents of your application form, 

CV’s will not be considered. Please read the Job Description and Person 

Specification carefully before you complete your form. Please ensure that your 

supporting statement provides concise and specific examples to demonstrate your 

achievements and skills addressing the specific criteria. For those candidates who 

are invited to interview this information will be explored further. 

 

Please ensure all supporting information is included in the Statement of 

Application section of the application form, additional documents will not be 

accepted. 

 

You are invited to complete the Equality and Diversity Monitoring Form at the end of 

the application form. The information on the form will be treated as confidential and 

used for statistical purposes. The form will not be treated as part of your application. 

Finally, please include your work, mobile and home telephone contact numbers and 

an e-mail address. 

 

Please return applications forms electronically to mo.cann@tarkatrust.org.uk 

 

The closing date for this application is Noon on Monday 10th February 2020. 
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Recruitment Process 

 

Short-listed candidates will be invited to attend a selection process which will be held 

at the Trust Central Office based at Newport Community School Primary Academy, 

Landkey Road, Barnstaple, Devon, EX32 9BW on 2nd March, times will be confirmed 

but candidates should allow the whole day. 

 

All candidates must bring with them the following documents 

• Documentary evidence of the right to work in the UK 

• Documentary evidence of identity that will satisfy DBS requirements such as 

current driving licence including a photograph and/or passport and/or full birth 

certificate 

• Documentary proof of current name & address (i.e utility bill, financial 

statement etc) 

• Where appropriate any documentation evidencing a change of name 

• Documents confirming educational or professional qualifications that are 

necessary or relevant for the post 

 

Please note that originals of the above are necessary. Photocopies are not sufficient. 

 

You will be asked to sign your application form on the day of interview. 

 

We will seek references on shortlisted candidates and may approach previous 

employers for information to verify particular experience or qualification before 

interview. Any relevant issues arising from references will be taken up at interview. 

 

In addition to candidates’ ability to perform the duties f the post, the interview will 

also explore issues relating to safeguarding and promoting the welfare of children, 

including: 

• Motivation to work with children and young people 

• Ability to form and maintain appropriate relationships and personal boundaries 

with children and young people 

• Emotional resilience in working with challenging behaviours 

• Attitudes to use of authority and maintaining discipline 
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Offers of employment are made subject to receipt of satisfactory references, medical 

fit for work clearance and receipt of enhanced DBS check. 


