
 

 

Department and Post Details 

  

Department name 
  

Human Resources  

Post Details 
 
 
 
 
 
 
 
 

We are seeking to appoint a qualified, innovative and enthusiastic individual 

to play a key role within the college’s human resources team. The post has 

arisen due to the volume of work. The ideal candidate therefore should hold 

a relevant professional qualification, have experience and skills appropriate 

to the role, a calm and approachable manner, be flexible and a team player 

with the ability to lead and direct and work under pressure.   
 

Hours: The post is full time (37 hours) full year to be delivered accross 

Monday- Thursday 8.30am – 4.30pm and 8.30am – 4.00pm Fri (including half 

an hour unpaid lunch break) 
    
There will be times during the holiday period that are essential to maintain 

the service provision, mainly covering the Easter and Summer holidays.  

Therefore there will be a need to take some holiday entitlement during term 

time and some during the holiday period to be agreed (to a maximum of two 

weeks over the Summer). 
 

Salary: All appointments are made on the nationally agreed Sixth Form 

Colleges’ Association Support Staff pay scale and are based on qualifications and 

experience. 
 

Staffing structure  
 
 

The HR Team consists of the Director of Personnel and Staffing and two HR 

Assistants. The team is located on the ground floor in the main Reception. 

Services provided: 
 
 
 

To establish, develop, maintain, communicate and administrate policy and 

practice throughout the college and to represent, help, advise and consult 

with employees whilst keeping the overall best interest of the college in 

mind. To establish, develop, maintain, communicate and administrate official 

documentation, workplace ethics and code of conduct.  To handle employee 

relations, recruitment and selection, separation, contract, benefits, appraisal 

and pension plans.  To provide a high quality Human Resources service to 

staff and managers of the college.  

Benefits 
 

Pension Scheme. Free car parking. Canteen facilities. Health and wellbeing support 

including Employee Assistance Programme. Excellent Early Careers Teachers (ECT) 

programme. Gym and changing facilities, including showers. Secure cycle parking.  

 

 


