


Queen Margaret’s

Established in 1901, QM is an independent boarding and day school for girls aged 11-18. You will find
us in glorious parkland about six miles south of York. But we are much more than our surroundings,
we are more than a school:

We’re a home from home,
A family of learning and belonging,
In a truly inspirational setting.

We are somewhere each and every girl can thrive,
Where they’ll be happy and healthy,
Grow their knowledge, skills and confidence,
And make friends for life.

Somewhere that’s the bedrock for success,
Opens up opportunities and possibilities,
Inspires them to forge their own future,
And gets them ready for life, whatever their calling.

We nurture girls to fulfil their ambitions,
To realise their potential,
To become the best women they can be,
And give them an amazing start in life.

Girls do so much better in single-sex education and here we see our pupils engaging enthusiastically
in a range of activities - academic, sport, extracurricular and social. No airs and graces, no frills or
make-up, just girls getting stuck in, and having fun while they do it. They achieve academically
(outstandingly so), they come from a variety of backgrounds and, with an increasing emphasis on the
level of support available, we are proud to continue making a QM education possible for an
increasingly diverse range of girls. Our girls have homes in York, Ripon, Thirsk, Newcastle upon
Tyne, Inverness, Hong Kong, Madrid, Frankfurt and Bangkok. Many girls board, not because they have
to, but because they want to. The girls are the focus of life at QM and are at the heart of everything
we do. It’s this focus and an individualistic approach that allows our girls to carve their own path, and
flourish as formidable, independent women.

Working at QM

We are an equal opportunities employer and actively seek applications from candidates of all genders
and all backgrounds. We employ around 150 staff, and the majority live within 30-45 minutes of the
school including York, Hull, Leeds and Harrogate.

Working in a boarding school is an experience like no other. The sense of community is very strong
and the opportunity to get to know both girls and staff is more apparent than would be the case in a
day school. There are lessons on a Saturday morning and our term dates are shorter than schools in



the state sector, although we adhere wherever possible to the half term dates of the local authorities
in order to support our staff with children of school age.

Most girls stay at school after their lessons finish each day, either because they are boarders or
because they are involved in activities. There are a variety of enrichment activities and clubs on offer
including horse riding, squash and tennis coaching plus clubs as diverse as debating, fashion,
philosophy and swimming. We have extensive sports facilities and all girls play hockey, lacrosse,
netball and rounders as well as an array of other sports. Day girls are able to stay until 19:30.

Job Description

Job Title: HR Manager
Reports to: Bursar
Hours: Part-time - an average of 2.5 days a week during term time and when the school is not in
session. An ability to respond flexibility to the fluctuating demands of the role is important.
Salary: £35,000 pro rata, term time plus 5 weeks per year.

The role of HR Manager provides an exciting opportunity to develop your HR career within the
education sector and to provide HR support to around 150 staff. You will be part CIPD qualified
(ideally Level 5) with a strong work ethic and able to cope in a fast-paced school environment, taking
frequently changing priorities in your stride whilst maintaining a sense of humour. This is a newly
created role, following the retirement of the Director of Compliance and Administration and a
restructuring of his current responsibilities. There is strong support from the school and Governors
for the development of the HR function. This will be a varied role, reporting to the Bursar and
supporting a friendly Senior Leadership Team (SLT) in achieving a first-class HR function.

Key Duties and Responsibilities:

1. Advice and Support
● Provide support and guidance to the HR Assistant as necessary.
● Support the HR Assistant in the provision of advice and support for staff and managers on

policies and terms and conditions of service, including pay, absence, maternity and family
leave, flexible working, leave calculations.

● Be responsible for the provision of advice and the management of process, in areas such as
misconduct, performance, absence management, capability and grievances, working
cooperatively with the SLT to ensure HR cases and activities are dealt with consistently,
escalating more complex issues to the HR Business Partner as appropriate.

● Support the Head by co-ordinating more complex HR casework including administration
related to these processes, and taking records of meetings where required.

● Support managers undertaking investigations and occasionally undertake investigations.
● Assist with employment change processes including consultation meetings relating to the

implementation of policies, terms and conditions and employee relations.



2. Recruitment and compliance
Working with the Compliance Manager and the HR Assistant ensure that the school’s Staff
Recruitment policies and procedures deliver comprehensive compliance with the requirements of
the Independent Schools Standards Regulations, the National Minimum standards for boarding
schools, Keeping Children Safe in Education and all other statutory guidance and regulation applicable
to an independent boarding school.

Ensure that the recruitment policies are applied and implemented effectively in all cases.

Working closely with the HR Assistant:
● Ensure the school’s recruitment practices are compliant with KCSIE and statutory safer

recruitment requirements, at all times escalating any challenges or concerns to the Bursar at
an early stage.

● Lead on all aspects of academic recruitment, including preparing and reviewing Job
Descriptions, working closely with the SLT, ALT (Academic Leadership Team), Heads of
Department, the Head’s PA and other stakeholders.

● Lead on all non-employee recruitment, including contractors, self-employed staff, agency staff
and volunteers.

● Ensure legally compliant checks are completed and an accurate record is kept in relation to
visa and immigration requirements for all staff whose right to work in the UK is dependent
on authorisation.

● Ensure familiarity with the recruitment process for Support staff in order to support the HR
Assistant with the recruitment of support staff as and when required

● Provide advice on recruitment and selection strategies, including increased use of targeted
social media platforms and other media, ensuring that there is value for money in
recruitment advertising decisions.

● Analyse recruitment costs and advertising and report to the Bursar.
● Take part in interview panels as required.
● Draft offer letters and terms and conditions of employment for approval by the Head and

ensure that these are issued in a timely manner.
● Together with the Compliance Officer, be responsible for ensuring recruitment and staff

training and induction happens in compliance with the Department for Education statutory
guidance (Keeping Children Safe in Education) and ISI regulatory requirements, supporting
the HR Assistant as required.

● Continuously monitor the Single Central Register (SCR) ready for periodic checks by the
Compliance Officer and for audit by Governors and the Head.

● Work with the Compliance Officer to ensure the HR Department is inspection ready and
meets statutory requirements, suggesting improvements to practices as appropriate.

3. Systems, processes and review
● Ensure staff information is captured so that HR data is available as and when required
● Provide HR analytics, reports and management information, as required, to promote

effective operation across the school.



● Take a key role in the migration of data to new systems as they happen.
● Oversee the Employment and Related Policies section of the Red Book, ensuring it is up to

date, content rich and relevant
● Contribute to regular review of contracts and supporting paperwork.
● Lead on the production and regular review of, HR Policies and Procedures and HR forms in

order to ensure legal compliance and to reflect up to date best practice.
● Ensure all processes are legally compliant and reflect best practice.
● Contribute to continuous improvement, streamlining and standardisation of current HR

practices and interactions with stakeholders.
● Regularly maintain and organise office filing systems, retaining documents, correspondence

and other records in line with HR and GDPR procedures.
● Work with the HR Assistant to collate comprehensive training records and systems.
● Coordinate exit interviews and assist the Senior Deputy Head with the production of a

termly report on key themes, escalating and flagging points of interest to the Head as they
occur.

● Ensure that processes are followed for sharing information for the monthly payroll with the
HR Assistant in a timely manner, and information held in staff files is complete and accurate.

4. Generalist HR activities
● In conjunction with the HR Assistant, monitor sickness absence levels and take appropriate

action in accordance with the school’s Sickness Absence Policy including advice and support
to line managers, attendance at formal meetings and the sourcing of Occupational Health
advice as appropriate.

● Monitor staff absence not related to sickness absence, for example family friendly absence
and emergency leave and advise as appropriate.

● Be aware of the need for maternity risk assessment meetings and reviews.
● Ensure that accurate contract amendments are issued in a timely manner, liaising with payroll

and other internal stakeholders as appropriate to ensure the variation happens smoothly.
● Oversee the support staff performance management processes, capturing training needs
● and following up with line managers. Build strong links with the academic lead in relation to

the Academic probation processes.
● Contribute to the development of the school induction process for new support staff.

5. Other duties
● Offer flexibility in completing tasks and dealing with ad hoc matters as they arise along-side

meeting regular deadlines.
● Manage and prioritise own workload as well as meeting demands of other stakeholders.
● Complete ad hoc tasks and help deliver HR projects and initiatives as directed by the Head.
● Forge strong working relationships with colleagues and external networks.
● Participate in training and development activities and programmes and attend and participate

in meetings as required.
● Maintain own CPD and professional knowledge and put it into practice, sharing relevant

information as necessary.



● Undertake administrative tasks and proofread documents as required.
● Ensure that the Head has relevant and up to date staffing and recruitment information before

weekly Business Leadership Team meetings.
● Provide support and guidance to the HR Assistant on escalated issues and queries and

provide cover for the HR Assistant during busy times and during leave periods.

Knowledge, Skills and Experience

Qualifications
Essential

● Degree or equivalent experience
● CIPD Level 3 qualification in HR Management or equivalent.

Desirable
● CIPD Level 5 qualification in HR Management or equivalent.

Experience and Knowledge Base
Essential

● At least two years’ experience working within a busy HR generalist role
● Experience of dealing with sensitive employee issues with a calm, supportive and professional

approach
● Sound knowledge of UK employment law, with experience of managing a range of HR issues
● Knowledge and understanding of standard and implied contractual terms and conditions of

employment.
Desirable

● Experience of working in an education environment
● Knowledge of HR in schools and current school safeguarding regulation
● Experience of an HR Management System
● Experience of writing, applying and embedding HR policy and procedures
● Experience of the relationship between HR and payroll
● Experience of managing recruitment campaigns
● Working knowledge of HR analytics.

The Candidate
It is anticipated that the successful candidate will demonstrate the following:

Skills and Abilities
Essential

● High level of proficiency with IT software including the ability to construct and navigate
spreadsheets

● High level of verbal and written communication skills, including the ability to draft
contractual information and comprehensive reports as required

● Professionally challenges and influences in an appropriate manner



● Analytical skills; quickly evaluates data/situations and reaches conclusions
● Strong relationship building and influencing skills
● Organises and prioritises work, with appropriate attention to detail and high standards,

whilst still working at pace
● Able to interpret HR policies and procedures and apply them in practice.

Attitude and Personal Qualities
Essential

● Commitment to equal opportunities, diversity and inclusion, and anti-discriminatory practice
● Progressive approach to delivering HR best practice
● Calm, supportive and professional approach to sensitive employee issues
● Motivated self-starter with drive to improve HR related processes and activities to bring

about school-wide improvements
● Emotional resilience and ability to work calmly under pressure
● Positive attitude and friendly collaborative approach
● Clear understanding of the importance of confidentiality, tact and diplomacy
● Ability to work with the minimum of supervision
● Motivated to make a positive difference to schools, children and young people
● Flexible and with a ‘can do’ attitude
● Open to new ideas and practices.

Terms and Conditions of Employment

The following particulars do not form any part of an offer of employment unless confirmed in a
letter of appointment which has been accepted by the Post Holder.
Hours of work
1. Please see the Job Description above for details of the hours of work for this post. Please

note that in line with all appointments at this level a degree of flexibility will be expected on
the part of the Post Holder and the Post Holder must attend all mandatory training including
safeguarding training whether scheduled within their normal working hours or not as
directed by the Head.

Remuneration and other benefits
2. The Post Holder will receive a salary following the school’s own pay structure paid in

monthly instalments in arrears from the agreed date of appointment and is inclusive of
holiday pay; no overtime is paid except in exceptional circumstances and with prior approval
and days off in lieu of work are not applicable.

3. After 3 months in post the Post Holder will be eligible to join QM’s own staff pension
scheme. This is a contributory money purchase scheme (currently 6% employee and 8.4%
employer).

4. At the discretion of the Head an appropriate school fees remission package is available for
the daughter(s) of the Post Holder, during their time at Queen Margaret’s.

5. Food and refreshments are provided free of charge during hours of work when the school is
in session. There is free car parking available.



Probationary period and notice periods
6. The appointment will be subject to an initial probationary period of three months which may

be the subject to review and extension upon notice in writing given before the expiry of the
initial probationary period.

7. The school is required to give the Post Holder one month’s notice to terminate the
appointment during the first three months of this employment or up to the end of the
probationary period, whichever is the later, and three month’s notice thereafter.

8. The Post Holder is at all times required to give the school three month’s notice of their
intention to leave this post.

9. The Post Holder shall participate fully in the school’s professional review and development
process and seek opportunities to progress their development and department leader
through training, lesson observation and discussion.

Holiday
10. The Post Holder shall be entitled to the statutory minimum holiday entitlement which is to

be taken during the school holidays.
Sickness and leave of absence
11. The school’s Sickness Absence Policy and Family Leave policy are available in their current

form in the Red Book on the school VLE.
12. Requests for leave to be absent during term time shall be made to the Bursar
General Responsibilities
13. All staff are required to be aware of the school’s policies and procedures from time to time

which are set out in detail in the Red Book on the VLE.
14. Queen Margaret’s is committed to safeguarding and promoting the welfare of children and

young people and expects all staff to share this commitment and adhere to, and comply with,
the school's Safeguarding policies and procedures at all times. Staff members must be aware
of how to contact the Designated Safeguarding Lead and not hesitate in communicating
concerns regarding Child Welfare to the DSL or DDSL as appropriate. The Post Holder
must attend all safeguarding training that is made obligatory by the DSL or the Head
regardless of whether or not that training falls within the normal working hours of the Post
Holder.

15. All staff at Queen Margaret’s have a responsibility to ensure that data they are responsible
for is accurate and appropriate to the needs of the school, and that they are responsible for
ensuring any personal data processed for any purpose or purposes in connection with their
role at the school, shall not be kept for longer than is necessary for that purpose or those
purposes in accordance with the Data Protection Act 2018 and the Queen Margaret’s
Privacy Policy.

16. Queen Margaret’s recognises the importance of placing emphasis on fundamental British
values in the curriculum and all other aspects of school life. These values reflect the ethos of
the school and all members of the community have a role to play in delivering the values of
democracy, the rule of law, individual liberty, mutual respect and tolerance of those with
different faiths and beliefs. All subject areas, and all non-teaching staff, are responsible for
promoting these values when opportunities arise.



Queen Margaret’s is committed to safeguarding and promoting the welfare of children and young
persons and candidates must be willing to undergo child protection screening appropriate to the
post, including checks with past employers and the Disclosure and Barring Service.

How to Apply

All applicants must complete the school’s official application form which can be downloaded at
queenmargarets.com/careers, providing a full career history and names and contact details for two
referees. This should be accompanied by a letter of application addressed to the Head and should be
submitted to hr@queenmargarets.com.

● Candidates must bring with them to their interview certain documents which will be specified in
the invitation to interview.

● An appointment will be announced as soon as possible after the interviews are completed.
● Candidates are directed to the school’s Recruitment Policy which is available on the school

website and to the enquiries that the school may make in respect of all shortlisted candidates.
● Candidates should be aware that, in compliance with statutory guidance, as part of the

shortlisting process the school will consider carrying out an online search as part of their due
diligence on the shortlisted candidates. This may help identify any incidents or issues that have
happened, and are publicly available online, which the school might want to explore with the
applicant at interview.

https://queenmargarets.com/careers
mailto:hr@queenmargarets.com

