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JOB DESCRIPTION



Job:	People Services Team Leader 
Office Location:  Bradford	
Reports To:  Group Head of HR 
Hours of Work:  37.5
Supervisory Responsibilities: Yes
Travel Required:  National




Main Purpose of the Role 
· To lead and manage a high-performing HR team, ensuring the delivery of a responsive, professional, and customer-focused service across the organisation.
· To provide expert HR advice and guidance to line managers on a wide range of people matters, supporting effective decision-making and compliance with employment legislation.
· To lead on and streamline HR systems and processes, ensuring efficiency and effectiveness across key functions.
· To oversee the HRIS system, ensuring it remains fit for purpose and supports organisational needs.
Key Responsibilities 

· Lead, manage, and develop the HR team, promoting continuous improvement and professional growth.
· Provide expert HR advice and support to managers on all people-related matters.
· Oversee day-to-day HR operations, including workload planning, resource allocation, and project delivery.
· Ensure compliance with Ofsted requirements, lead HR input during inspections, and deliver a programme of audit activity.
· Oversee accurate and efficient administration of the employee life cycle, ensuring excellent service to colleagues, managers, and stakeholders.
· Ensure timely and accurate communication with payroll regarding contractual changes, starters, leavers, and adjustments, with clear, documented processes.
· Monitor key HR functions such as sickness, maternity, DBS checks, and annual leave.
· Act as the escalation point for complex queries and transactional issues.
· Support data collation and analysis for operational and safeguarding board reporting, and ad hoc requests.
· Lead on TUPE processes, including data collation, contract issuance, system updates, and training for managers and staff.
· Optimise the HRIS to maintain accurate records and generate meaningful management information.
· Conduct internal audits to ensure compliance with internal processes, legislation, and regulatory standards.
· Design and deliver training for the People Services team, managers, and colleagues.
· Review and update HR policies to ensure legal compliance and alignment with organisational goals.
· Identify and resolve service delivery issues promptly, implementing corrective actions.
· Represent HR in cross-functional projects and organisational initiatives.
· Lead on changes to terms and conditions, including consultation and implementation.
· Stay current with employment law and HR best practice, ensuring policies and procedures remain compliant.
· Contribute to strategic HR planning and the development of people strategies.

Key Skills & Experience
· CIPD qualified or working towards (Level 5 or above).
· Proven experience of leading and managing an HR team.
· Strong knowledge of employment law and HR best practice.
· Experience of supporting Ofsted inspections and safer recruitment processes preferred.
· Excellent interpersonal and communication skills, with the ability to influence and build effective relationships at all levels.
· Strong organisational skills and the ability to manage competing priorities in a fast-paced environment.
· High level of accuracy and attention to detail, particularly in relation to payroll and contractual matters.
· Commitment to continuous professional development and service improvement.

The details contained in this Job Description is not an exhaustive list of duties and you will be expected to perform different duties commensurate with the level of the post as required by the organisation and the overall objectives of the group.  The nature of the organisation means that tasks and responsibilities are sometimes unpredictable, therefore colleagues are expected to work flexibly when the occasion arises. Travel is expected as part of this role, including travel to other Compass Community offices, homes and schools.
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OMMUNITY

Children’s Services





