
 

 
 

   

 

 
 

 

JOB DESCRIPTION 

  

Job Title:  Director of Human Resources  

   

Line Manager: Deputy Principal  

 

Summary of Role  

 

This is an outstanding opportunity for a talented individual to join Esher Sixth Form College as the 

Director of Human Resources, a newly created position to further improve our HR provision.  Reporting 

to the Deputy Principal, the Director of Human Resources will provide HR strategy leadership for the 

college and will support leaders in the delivery of key HR activities.   

 

This role provides you with a fantastic opportunity to lead a team to deliver key activities designed to 

create a high-performing environment in which both students and teachers can be at their best.   

 

Key Responsibilities 

 

1. Leadership & Strategy: 
 

• Own the design and delivery of the college three-year HR strategy to futureproof the performance of 
the college. 

• Produce the yearly Human Resources Self-Assessment Review and Quality Improvement Plan.  
• Provide coaching, advice and guidance to line managers and senior management on key HR ac琀椀vi琀椀es 

including employee rela琀椀ons, proba琀椀onary reviews, sta昀昀 disciplinary, capability and grievance ma琀琀ers. 
• To keep abreast of any updates to the Keeping Children Safe in Educa琀椀on (KCSIE) Safer Recruitment 

guidance, and the DBS regula琀椀ons, and to implement these as appropriate. 
• To be responsible for the regular maintenance, update and delivery of all Human Resources policies 

and procedures and to write any new policies as required. 
• To review and update the Sta昀昀 Handbook on an annual basis. 

 

2. Talent & Equality, Diversity and Inclusion 

 

• Own the design and delivery of a best-in-class talent management approach for Esher Sixth Form 
College including workforce planning, robust talent acquisi琀椀on, talent development and succession 
planning to support the needs of the college both now and in the future. 

• Oversee recruitment processes to ensure fair, 琀椀mely and high-quality hiring and the development of 
high-quality recruitment materials. 

• Ensure the college remains an employer of choice for educa琀椀onal professionals. 
• Design, develop and implement Human Resources adver琀椀sements and social media ac琀椀vi琀椀es.  
• Lead leadership and management development programs in partnership with subject ma琀琀er experts. 
• Maintain accurate and con昀椀den琀椀al employee records. 
• Complete references for all sta昀昀 for Principal approval.  



 

 
 

   

 

• Provide subject ma琀琀er exper琀椀se on all sta昀昀 facing aspects of equality, diversity, and inclusion. 
• To produce any sta昀昀 EDI associated documents, including the annual Equality, Diversity Impact 

Measures Report (EDIM) and sta昀昀 facing procedures, policy and ac琀椀vity.  

3. Training & Development: 

• Develop and manage support sta昀昀 professional development programs and solu琀椀on development 
where addi琀椀onal training is needed. 

• Develop and oversee training records for all college employees.  
• Work with and support the Assistant Principal for Curriculum, Innova琀椀on and Development with 

teaching sta昀昀 development/training, on boarding of new teaching sta昀昀, and 
development/implementa琀椀on of the trainee teacher programme.  

• Facilitate and promote support sta昀昀 leadership, and development opportuni琀椀es within the college. 

4. Legal & Compliance: 

• Ensure all HR prac琀椀ces comply with legal and regulatory standards. 
• Ensure HR risks are mi琀椀gated, college reputa琀椀on is protected and related 昀椀nancial, legal and policy 

du琀椀es are carried out. 
• Stay up to date with relevant legisla琀椀on a昀昀ec琀椀ng the workplace and ensure the college remains 

compliant. 
• Oversee compliance and development of the Single Central Record (SCR), Safer Recruitment and Pre-

employment checks.  
• Manage and resolve complex employee rela琀椀ons issues. 

5. Bene昀椀ts & Compensa琀椀on (Reward): 

• Develop compe琀椀琀椀ve compensa琀椀on and bene昀椀ts packages. 
• Manage sta昀昀 welfare (Employee Assistance Programme) and bene昀椀ts schemes.  
• To work in the conjunc琀椀on with the Deputy Principal in developing, implemen琀椀ng, and maintaining 

our College Employee Value Proposi琀椀on (EVP).  

6. Team Management: 

• Oversee the HR department's budgets. 
• Line manages the HR Manager.  

 

7. Other Responsibili琀椀es: 
 

• To a琀琀end Trustee mee琀椀ngs as relevant to this role. 
• To a琀琀end fortnightly Opera琀椀onal Development mee琀椀ngs.  
• To demonstrate an awareness of and commitment to health and safety and safeguarding. 
• To carry out other reasonable requests as required by the Principal. 
 

 


