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APPLICATION PACK

THE ROLE HR  Manager

START DATE December 2026 or as soon as possible thereafter

REPORTING TO Director of Finance & Resources

PACKAGE Competitive salary, free lunch during term time, 30 days’ holiday 



SUMMARY OF THE ROLE

Dear Applicant 

Thank you for your interest in the role of 
HR Manager at Arnold House. 

The School was founded in 1905 in 
St John’s Wood. It is an independent 
preparatory school for boys from 3 to 13, 
and a member of IAPS (the Independent 
Association of Preparatory Schools). 

A thriving and popular school, Arnold 
House aims to provide an education 
of breadth and excellence and to 
serve the boys’ best interests across 
the ability range. We aim to do so in a 
supportive, purposeful and stimulating 
environment, to provide a foundation 
for the boys’ development within a 
generous Christian ethos, to help them 
mature into well-rounded individuals by 
developing their enjoyment of music, 
the arts and sport, and to promote 
good citizenship through the virtues 
of courtesy and industry. The cultural 

identity of the School is diverse and 
enriched with an array of backgrounds 
being represented throughout.

The School values a supportive family 
ethos ensuring that all boys are 
cherished and achievements recognised 
and rewarded. Academically sights are 
set high with the object being  for each 
boy to develop his talents.

With our Prep and Pre-Prep settings 
based in St Johns Wood, and our Activity 
Centre at Canons Park the school is 
based across three sites.

Arnold House is a member  of the St 
Paul’s Group, a  small group of leading 
preparatory schools united by a 
shared commitment to educational 
excellence for boys to the age of 13. 
The group is guided by St Paul’s Boys 
School, consistently at the top of school 
rankings in the UK, giving us access to 
the best thinking and resources. Arnold 

House  retains its own leadership, name, 
identity, ethos, culture and uniform. 
Headmaster Giles Tollit leads the school.
and the school will continue to prepare 
boys for a broad and diverse range of 
leading senior schools in London and 
beyond. 

As a registered charitable trust, Arnold 
House is overseen and supported by an 
experienced Governing Body. 

Arnold House underwent an ISI 
Inspection in September 2025 in 
which it was reported that both the 
quality of pupils’ academic and other 
achievements and the quality of pupils’ 
personal development is excellent.

The report can be downloaded from 
www.arnoldhouse.co.uk/isi-inspection-
reports

This is an exciting opportunity for 
an experienced professional to take 
responsibility for the HR function at 
Arnold House.

The role requires exceptional 
organisational skills, confi dentiality 
and discretion. You will need to work 
collaboratively and diplomatically 
with staff  and governors and have 
the confi dence and drive to work 
independently.

The core of the role is the provision of 
a comprehensive, confi dential HR and 
safe recruiting service to the school, 
and management of the employee 
lifecycle, including induction, staff  
wellbeing and development. You will 
provide strategic and operational 
support to the Headmaster and Senior 
Management Team on all aspects of  
HR relating to the school.

The HR Manager plays a critical role 
ensuring that the school meets and 
complies with the wide variety of 
guidelines and statutory regulations 
set by the Independent Schools 
Inspectorate (ISI) and Government, 
such as Keeping Children Safe in 
Education.

 The successful applicant will 
demonstrate previous relevant 
experience, possess excellent written 

and verbal communication skills 
and have a meticulous approach 
to planning and record keeping. 
Competent IT abilities, analytical 
skills, data accuracy and the ability 
to remain calm and work to tight 
deadlines are essential, as is the ability 
to work with a wide range of people.

Knowledge of ISI Inspection 
Standards, safeguarding and 
employment law are essential. 

We off er a competitve salary, 
and generous holidays, pension 
contributions and free school meals 

during term time.

In January Arnold House was awarded 
School Mental Health Gold Award by 
the Carnegie Centre of Excellence for 
Mental Health in Schools. Our school is 
known for its family ethos and being a 
great place to work. We are committed 
to promoting and protecting the 
mental and physical health of all staff .
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JOB DESCRIPTION

This is a non-exhaustive list of the duties:

• Recruitment Lifecycle: Manage 
end-to-end recruitment 
campaigns, draft job descriptions, 
design application packs, place 
advertisements, and coordinate 
shortlisting and interview processes 

• Pre-employment vetting: Conduct 
rigorous safer recruitment checks, 
including enhanced Disclosure and 
Barring Service (DBS) checks, right-
to-work verifi cations, application 
scrutiny, professional references 
and checks of online content for all 
new staff 

• Recruitment and onboarding of 
temps, peripatetic staff : Book 
temporary staff  as required, ensure 
appropriate safer recruitment 
checks are in place and complete 
induction routines

• Single Central Register (SCR): 

Maintain and audit the SCR 
meticulously to ensure complete 
compliance with statutory 
safeguarding requirements

• Contracts and onboarding: Issue 
employment contracts, variation 
letters, and manage comprehensive 
staff  induction programme, 
including issuing of training 
modules and policy updates

• HR administration: Support 
appraisal systems, manage 
absence records, and coordinate 
administration of pay reviews and 
payroll data, archive HR data in 
accordance with data retention 
policy. Maintain the HR system and 
produce reports when required.

• Employee Relations: Be the fi rst 
point of contact for HR enquiries 
from staff . Support leaders and 
governors with disciplinary, 
grievance and capability matters, 

managing investigations where 
required, and preparing all 
associated paperwork.

• HR policy management: Update 
and review school HR policies 
and the staff  employment 
manual to align with changing UK 
employment law

• Wellbeing lead: Train in mental 
health fi rst aid, be available to 
staff  for drop in conversations, 
conduct stress risk assessments 
where appropriate, implement 
staff  wellbeing initiatives. Work 
in conjunction with occupational 
health advisers

• ECT administration: Ensure ECTs are 
assigned with a tutor, are registered 
and tutors receive appropriate 
training

Arnold House School is committed to safeguarding and promoting the welfare of children and young people and expects all staff  
and volunteers to share this commitment. 

The following duties will be deemed to be included in the duties which you may be required to perform:

• child protection, discipline, health and safety

• promoting and safeguarding the welfare of children and young persons for whom you are responsible and with whom you 
come into contact.

You may be required to undertake such other reasonable duties from time to time as the School may reasonably require.  



HOW TO APPLY

Please read our Recruitment, Selection and Disclosure Policy & Procedure, download and complete an application form, and send 
a covering letter to recruitment@arnoldhouse.co.uk explaining why you feel you are suitable for the role.

In the case of any queries, please contact: Frances Peel Yates, HR Manager on 020 4553 0016. 

Arnold House School is committed to safeguarding and promoting the welfare of children and young people and expects all staff  
and volunteers to share this commitment. Applicants will be required to undergo child protection screening appropriate to the 
post, including checks with pastemployers and the Disclosure and Barring Service (DBS). The role will include regulated activity 
and is exempt from the Rehabilitation of Off enders Act 1974.

Arnold House School will conduct online searches for shortlisted candidates.  This check will be undertaken based on the 
requirements set out in Keeping Children Safe in Education 2026. 

DEADLINE FOR APPLICATIONS: Monday 5th October  9am

START DATE: 1st December 2026 or as soon as possible thereafter

PERSON SPECIFICATION

QUALIFICATIONS AND EXPERIENCE ESSENTIAL DESIRABLE

CIPD level 5 or above or equivalent professional experience 

Degree or equivalent level of qualifi cation 

Minimum three years prior generalist HR experience, preferably within an 
educational setting 

Up to date knowledge of safer recruitment 

Up to date knowledge of employment law 

Experience of working in an independent school environment 

SKILLS AND ATTRIBUTES ESSENTIAL DESIRABLE

Discretion and ability to maintain confi dentiality 

Ability to build positive working relationships with a wide range of people 

Strong organisational skills 

Ability to think strategically and analytically 

Ability to interpret complex regulations into practical school procedures 

Excellent communication skills - written and verbal 

Excellent IT skills including MS Offi  ce - Word, Excel and digital HR platforms 
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