
HR Manager 
REQU IRED  AS  SOON AS  POSS IB LE

V A C A N C Y  F O RVACANCY FOR



To provide an outs tanding al l  round educat ion
at each s tage of the 3-13 embracing divers i ty
and promoting a cul ture of equi ty and inclusion.

To ensure that every chi ld is  nur tured, supported
and chal lenged, re lat ive to their  abi l i ty,  to make
excel lent  personal and academic progress.

To provide an except ional pastoral  care
framework to ensure every chi ld has digni ty,
purpose and opportuni ty.

To empower chi ldren to reach Dest inat ion 13 as
wel l - rounded individuals and equipped to make
a long las t ing contr ibut ions wi thin their
communi ty and beyond.

To create and invest  in an opt imal school
environment so every chi ld can excel on their
journey.

Fel tonf leet  is  a thr iv ing, co-educat ional day and
weekly/f lexi -boarding Pre -Prep and Prep school
located near the A3 in Cobham, Surrey. Our pupi l
rol l  s tands s teadi ly each year at  around 400. The
School is  set  in 25 acres of grounds and
woodlands, and presents a marvel lous and
inspir ing working environment.  

Fol lowing Shel ley Lance’s successfu l  tenure, Oliver
Barret t  wi l l  join as Fel tonf leet  Head in January
2027, wi th El izabeth Sieczko serving as In ter im
Head unt i l  then. The school has chari table s tatus
and there is a board of Governors.

There are 60 fu l l  t ime teaching s taf f  and a large
support  team. Al l  members of s taf f  are expected to
demonstrate a posi t ive work ethic alongside a spir i t
of  col laborat ion and mutual support  for one
another.
 

Approximately 50 pupi ls  are weekly or f lexi
boarders. We fol low a Monday to Fr iday rout ine,
wi th sport  matches for Prep school pupi ls  on
Saturday mornings. 

Af ter an excel lent  IS I  inspect ion in May 2026, we
move forward wi th excel lence as our habi t .  

Our key a ims are :  

Our  core  be l ie f ,  tha t  ind iv idua ls  rea l ly  mat ter ,  shapes  our  va lues
dr iven e thos  o f  hones ty ,   respons ib i l i t y ,  respec t  and k indness .    

Creat iv i ty,  individual i ty,  cr i t ical  thinking,
resi l ience, learning from mis takes and ins t i l l ing a
l i fe - long passion for learning are the heart  of  our
approach. 

The school provides an excel lent  f ramework for
professional development wi th an extensive INSET
programme and training. Staf f  are wel l  supported
through an appraisal  sys tem which encourages
col leagues to seek appropriate courses wi th a view
to constant ly raise s tandards. Fel tonf leet  is  a
leading l ight in i ts  use of digi tal  technology in the
classroom with iPads and Google Docs. Teaching
staf f  are supported to gain Apple Teacher s tatus as
part  of  their  CPD. 

Fel tonf leet  recent ly announced i ts  par tnership wi th
Reed’s School and Ripley Court  School to create
the Reed’s Schools Chari table Trus t ,  es tabl ishing a
seamless,  co-educat ional  pathway for fami l ies f rom
the age of  three through to A Level .  The merged
Trus t  wi l l  comprise three outs tanding schools:  Reed’s
School  (ages 11-18),  Fe l tonf leet  (ages 3–13),  and
Ripley Court  (ages 3–11).  

Al l  three schools share a common vis ion and ethos
placing the chi ld at  the heart  of  educat ion, wi th a
focus on character,  in tegri ty,  compassion,
responsibi l i ty,  inclusion and service.

THE SCHOOL



Pension scheme and associated benef i ts
provided by Royal London

Training and development support

Discounted school fees

On-s i te parking

Complimentary lunch on s i te during term t ime

Use of school swimming pool

Annual f lu jabs

WHY FELTONFLEET ?

Benef i t s School  l i fe

The faci l i t ies and grounds at Fel tonf leet  provide
top 
class learning environments wi th bespoke
set t ings for a range of special is t  teaching
including our Pre -Prep, science laborator ies, DT,
ar t  and outs tanding sport ing faci l i t ies.  

Fel tonf leet  is  commit ted to providing
development opportuni t ies to al l  s taf f  members
through formal and informal t raining. We
encourage and endeavour to provide s taf f  wi th
relevant support  to grow within their  role to
ensure al l  s taf f  fu l f i l  their  fu l l  potent ial  whi le at
Fel tonf leet .

Fel tonf leet  provides a thr iv ing school communi ty
both for pupi ls  and s taf f ,  something that is
echoed dai ly in our core bel ief  ‘Where
individuals real ly mat ter’ .
 



Repor t ing to

Hours  

Salary

 

Fel tonf leet  Bursar wi th addi t ional
report ing l ine in to Reed’s Director
of HR.

This role is  al l  year round, working
40 hours per week, wi th working
hours expected to be 8.00am -
4.30 pm Monday to Fr iday

£40,000 -  £45,000 depending on
experience

We are del ighted to of fer an exci t ing opportuni ty
to join the Fel tonf leet  team as our HR Manager,
playing a key role in support ing our people and
helping to create a posi t ive, engaging and wel l -
managed working environment.

This is  a varied and rewarding role, wi th no two
days qui te the same. You wi l l  take the lead on a
broad range of HR act iv i ty,  including recrui tment,
appraisal  and performance management,  employee
wel lbeing, leave and absence, and providing
pract ical ,  t rus ted advice to managers and senior
leaders on people mat ters and employment law.

Working across the school,  you wi l l  bui ld s t rong
relat ionships wi th col leagues at al l  levels,
providing a vis ible and approachable HR presence
whi le ensuring that our people processes are
del ivered ef fect ively, consis tent ly and wi th the
needs of the school at  their  heart .

Job t i t le :HR Manager

THE ROLE

Role Overv iew



Employee Relations & Casework
Keep up to date with changes in employment legislation and
alongside the Director of HR, provide advice, guidance and
administrative support to SLT members and line managers on
all employee relationship matters, including but not
exclusively: 

Absences – sickness, unauthorised, authorised, long or
short term
Disciplinary procedures, capability, grievance and
redundancy 
Performance management 
Probation 

Provide trusted and pragmatic HR advice to managers and
senior leaders, supporting them to manage people
effectively, consistently and in accordance with employment
legislation and School policies. 
Prepare confidential HR correspondence, including but not
exclusively salary changes, disciplinary decisions, job offers
and contract changes. 
Assist the relevant members of staff in ensuring that all staff,
peripatetic teachers, volunteers and sports coaches are
trained and are aware and understand the policies,
procedures and best practises designed to ensure
compliance, specifically those relating to ISI regulatory
requirements including safeguarding, child protection, Health
and Safety and Welfare, Safer Recruitment and Data
Protection, ensuring annual declarations to confirm the above
have been completed. 
Oversee the full employee lifecycle, ensuring HR processes
and documentation are managed accurately and efficiently
from recruitment and onboarding through to changes in
employment and termination.

KEY RESPONSIBILITIES

Recruitment, Safeguarding &
Safer Recruitment

Lead the recruitment of all staff in accordance with the
School's Safer Recruitment Policy and Procedures, which
reflect Keeping Children Safe in Education (KCSiE). 
Ensure all relevant pre-employment checks have been
completed in line with KCSiE maintaining the School’s
Single Central Record (SCR) accurately.
Support workforce planning, advising managers and
senior leaders on staffing requirements, resourcing
options and changes to staffing structures.
Manage the recruitment process for external and internal
recruitment, liaising with line managers to develop job
descriptions and person specifications, posting and
promoting job adverts, managing candidate pipelines,
phone screening, interviewing and interview assistance to
managers, calculation of salaries in liaison with the
Bursar, and drafting offer letters and employment
contracts. 
Manage the end-to-end recruitment and onboarding
process for Gap Tutors joining the School each January,
including screening applications, conducting online
interviews, making offers and completing all relevant pre-
employment checks and documentation. Maintain regular
communication with Tutors prior to joining, ensuring visas,
safeguarding checks and other requirements are in place.
Coordinate their arrival and induction, working with
relevant colleagues to ensure they are welcomed into the
School community and have appropriate timetables,
uniform and other arrangements in place to support a
successful start. 
Ensure induction training is delivered and completed for
all new staff.

HR Policies, Procedures,
Training & Compliance

Review all contractual terms and conditions in line with
employment legislation, including ensuring the School
adheres to the Working Time Directive. 
Ensure the School complies with HMRC Employment
Status guidelines where it employs non-payroll staff. 
Assist the Director of HR in developing, reviewing and
implementing HR policies and procedures, ensuring they
remain legally compliant, fit for purpose and aligned with
the School's values and operational requirements. 
Oversight of Feltonfleet Staff, Contractors and Peripatetic
training.



KEY RESPONSIBILITIES

HR reporting & Workforce Data
Produce and analyse HR reports and workforce data to support
effective decision-making, including information relating to staffing,
absence, turnover, recruitment, remuneration and other key HR
metrics.

Staff absence management
Monitor and manage staff absence, working closely with line
managers and Occupational Health where appropriate, and provide
advice and support regarding short- and long-term absence and
return-to-work arrangements.

Pay, Rewards & Benefits
Maintain accurate records of authorised salary and responsibility
allowances and benefit entitlements, providing payroll with accurate
and timely information affecting pay – including but not exclusively
starters, leavers, absences, and changes in contracts or salaries. 
Process all employee changes within the payroll system, ensuring
accurate and timely monthly payroll processing.
Advise the Bursar on current pay scales in relation to competitors and
on other remuneration issues (see also Employee Relations and
Casework, above).

Performance, Development &
Wellbeing

Support the School's performance management process, analysing
training needs identified in performance reviews and from other
sources.
Provide oversight of each employee's appraisal, including sourcing
and implementing relevant and cost-effective training solutions.
Where appropriate, lead and deliver training in areas of HR and
compliance. 
Oversee the training budget, ensuring expenditure remains within
budget and is allocated fairly and effectively to meet the
organisation’s training and development needs each year. 
Monitor mandatory training and compliance requirements,
maintaining accurate records and working with managers to ensure
staff complete required training within appropriate timescales. 
Support employee wellbeing, promoting a positive staff experience
within the School's warm and welcoming culture.

HR Systems & Governance
Maintain and manage the Single Central Register (SCR).
Maintain accurate and up-to-date employee records across HR
systems, ensuring data integrity, confidentiality and compliance with
relevant legislation and School procedures. 
Identify opportunities to improve HR systems and processes,
supporting the implementation of new systems, automation and more
efficient ways of working.

HR projects / change
management

Support and, where appropriate, lead HR projects and
organisational change initiatives, including restructures,
consultations, changes to terms and conditions and
TUPE processes.

Other
Undertake such other comparable duties as the Bursar
and Director of HR may require from time to time.
Promote and safeguard the welfare of children and
young people for whom you are responsible and with
whom you come into contact.



SKILLS AND EXPERIENCE
Person Speci f ica t ion

Excel lent  in terpersonal ski l l s .  
Empathet ic and a good l is tener, wi th a sound knowledge of HR processes. 
Organised, methodical and able to work on own ini t iat ive. 
A pragmatic approach to HR issues, and comfor table advis ing senior management on s taf f ing
requirements and HR law. 
The abi l i ty to maintain conf ident ial i ty where appropriate wi thout compromising the integri ty of the
post ,  ensur ing that compliance is not ignored, dismissed or breached.

Ski l l s  and Exper ience

Essent ia l
Degree qual i f icat ion
Previous experience of working wi thin
an HR funct ion in a general is t  role.
Able to provide professional support  at
al l  levels of the School in mat ters
relat ing to HR and compliance. 
Able to research, analyse and interpret
legis lat ion, wi th the conf idence and
abi l i ty to explain requirements to a
variety of audiences. 
Able to work independent ly as wel l  as
part  of  a team, remaining highly
organised and calm under pressure
whi ls t  meet ing t ight deadl ines. 
Able to prior i t ise ef fect ively, mul t i - task,
plan and problem solve. 
Technological ly l i terate, wi th a good
working knowledge of Microsof t  Off ice
(Word, Excel,  PowerPoint ) ,  Google Docs
and s taf f  databases.

Desi rable
CIPD qual i f ied.
Exper ience of  work ing in an independent
school ,  wi th  pr ior  knowledge of  school
regula tory compl iance and awareness of
company and char i ty  law.



YOUR APPLICATION

Please ensure you read the job information pack
careful ly,  as wel l  as the relevant pol ic ies on our 
websi te. Appl icants are asked to complete the
downloadable or onl ine appl icat ion form avai lable
on our websi te.

The appl icat ion form is avai lable in a Microsof t
Word read/wri te format or the PDF may be printed
and completed by hand.

You should provide a covering le t ter in support  of
your appl icat ion addressed to the headmistress,
Mrs El izabeth Sieczko. P lease note: appl icat ions
should be submit ted by emai l  and sent to
hr@fel tonf leet .co.uk

Documents must  ei ther be in Microsof t  Word or PDF 
format as we are not able to accept any other type
of f i le.  Al l  appl icat ions wi l l  be acknowledged by
emai l  wi thin one working day of receipt .

P lease contact  Human Resources on 01932 862264
should you have any quest ions or i f  you have not
received an acknowledgement.

P lease note that we reserve the r ight to conduct 
in terviews prior to the c losing date. Fel tonf leet
School and i ts  s taf f  are commit ted to safeguarding
the wel fare of chi ldren. To support  this commitment,
successfu l  appl icants wi l l  be required to undergo
screening appropriate to the post ,  including checks
with past  employers, the Disc losure and Barr ing
Service and social  media checks. 

I t  is  an of fence for any person barred from working
with chi ldren to apply for this post .  References may
be taken up at any s tage during the recrui tment
process.



WHERE  IND IV IDUALS  REAL LY  MATTER

Fel tonf leet  School is  commit ted to safeguarding and the wel fare of chi ldren and expects the same from i ts  employees. 

Al l  new employees wi l l  be subject  to an enhanced DBS clearance, checks of ident i ty,  qual i f icat ions and employment his tory, 
including explor ing any gaps in employment and two sat is factory references.

Fel tonf leet  is  an equal opportuni t ies employer. 

THANK YOU FOR YOUR INTEREST
I f  you would l ike any fur ther information or an appl icat ion form,

please contact  hr@fel tonf leet .co.uk or vis i t  our websi te at  www.fel tonf leet .co.uk
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