
HR MANAGER
Candidate Information Pack

The Yehudi Menuhin School | Stoke d'Abernon | Cobham, Surrey | KT11 3QQ
www.menuhinschool.co.uk

There is no deadline for applications.
We will interview suitable candidates as soon as they apply.

http://www.menuhinschool.co.uk


WWW.MENUHINSCHOOL.CO.UK	 2

HR MANAGER: CANDIDATE INFORMATION PACK

A welcome from the Headmaster
Thank you for expressing an interest in this role.  I hope you find this document informative, 
and it explains everything you need to know about working at our very special school and 
whether it is the place for you.

The Yehudi Menuhin School is a world-leading specialist music school set in beautiful rural 
Surrey.  We strive to promote a collegiate working environment with a strong sense of 
community.  Staff and pupils are on first name terms, and all staff are encouraged to take an 
active part in the broader life of the school.

We are committed to the wellbeing of all our community and aspire to promote a healthy 
sense of balance in our pupils and staff. Ongoing professional development is very important 
to us, and all new staff are given an induction and the training necessary to fulfil their duties. 

YMS is an exceptional place full of creative, talented people from all over the world. We would 
be delighted to receive your application, and we look forward to welcoming you to this unique 
school.

Robin Harskin
Headmaster

The Yehudi Menuhin School 	
Founded in 1963 by the world-renowned violinist and educator Yehudi Menuhin, the school 
provides a place for musically gifted children from around the world to develop their talents 
to the highest level within a stimulating academic environment.  It was accorded the status of 
Centre for Excellence in the Performing Arts in 1973 and has a global reputation as one of the 
world’s leading music schools. 

Today’s school provides a holistic education for around 90 exceptional pupils aged from 
9 to 19, with specialist tuition on the stringed instruments, piano, classical guitar, harp and 
composition. Pupils split their time between their academic and musical studies and are given 
many opportunities to perform in front of an audience. Concerts take place regularly in The 
Menuhin Hall, but also in local state schools, care homes and churches, carrying on Menuhin’s 
belief in the importance of giving back to the community. 

The school also boasts a Virtual Menuhin School, which offers pupils not enrolled at the school 
the unique opportunity to receive specialist music education in a virtual environment, receiving 
musicianship, theory and instrumental training and the chance to connect with other young 
musicians across the globe. 
 
Pupils are admitted based on talent, potential and passion for music, not on their ability to 
pay the fees. Today, around 90% of pupils require some level of financial assistance to attend 
YMS. The School is one of nine specialist UK schools that are supported by the Department for 
Education’s Music and Dance Scheme.
 
YMS Alumni include renowned international soloists such as Nigel Kennedy, Nicola Benedetti 
CBE, Tasmin Little OBE, Alina Ibragimova, Valeriy Sokolov, Kathryn Stott and Melvyn Tan.  
Many other alumni are shaping the global cultural landscape through teaching at leading 
conservatoires and performing with world-class orchestras and chamber ensembles.
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Purpose of the role

The HR Manager will lead the delivery of a high quality, compliant and people centered HR 
service across the organisation. Reporting to the Bursar, the role provides expert advice 
on employee relations, oversees HR operations, ensures safeguarding and regulatory 
compliance, and supports a positive, inclusive workplace culture. The HR Manager will 
line manage the HR Administrator and act as a key partner to the Head and Leadership 
Team.

http://www.menuhinschool.co.uk
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Contract Type:
Permanent, Part-time

Hours:
20 hours per week (0.5 FTE).  

Salary: 
£25,000 per annum 
(£50,000 per annum is the 
full-time equivalent)

Holidays:
12.5 days of annual leave 
plus bank holidays

Pension:
The School offers a 
very generous pension, 
contributing 13.5% every 
month with the employee 
contributing at least 6%.

Probation Period: 
4 months

Reporting to:
Bursar

Start date:
ASAP

Location:
Stoke D’Abernon Cobham, 
Surrey, UK 

Mainly working on site 
however hybrid working will 
be available by arrangement.

Other Benefits:
•	 Use of the School’s 

swimming pool (when 
available)

•	 Free school lunches 
during term times

•	 Free lunchtime concerts
•	 Discounted tickets to 

other school events
•	 Free parking
•	 24/7 access to AXA 

Thrive app for mental 
wellbeing

•	 AXA Health telephone 
line access for medical 
support and advice

•	 24/7 access to DAS 
counselling services

•	 Life Assurance
•	 A health cash plan 

provided by Medicash

Key points about the role:
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Key Areas of Responsibility

Duties consist of the following:

HR Operations and Compliance
•	 Maintain accurate and compliant HR records, including contracts, FTE data and 

personnel files.
•	 Support the HR Administrator with maintaining the Single Central Register, 

ensuring safeguarding compliance and inspection readiness.
•	 Ensure HR policies and the Staff Handbook are up to date, legally compliant and 

effectively communicated.
•	 Monitor changes to employment legislation, National Minimum Wage and statutory 

requirements, advising senior leaders on implications.
•	 Advise on contractual and salary changes, ensuring all amendments are 

documented.
•	 Support managers with performance management, absence, disciplinary and 

grievance matters.
•	 Support the HR Administrator to manage recruitment, onboarding, induction, 

probation and exit processes.
•	 Coordinate right-to-work checks, mandatory training and compliance 

documentation.
•	 Work closely with the finance team on payroll, benefits, and contractual matters. 

Recruitment, Onboarding & Lifecycle Management
•	 Work with the HR Administrator on recruitment processes, ensuring timely 

advertising, selection and onboarding.
•	 Coordinate right to work checks, mandatory training and compliance 

documentation.
•	 Support high quality induction, probation and exit processes.
•	 Manage staff benefit schemes including Medicash and BUPA.

Leadership, Wellbeing and Reporting
•	 Line manage and support the HR Administrator.
•	 Collaborate with the Director of Wellbeing on staff engagement and wellbeing 

initiatives.
•	 Prepare HR KPI reports for senior leadership.
•	 Ensure compliance with UK GDPR for employee data.
•	 Maintain up-to-date knowledge of employment legislation.
•	 Contribute to workforce planning, culture development and organisational 

improvement initiatives.

http://www.menuhinschool.co.uk
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Person Specification

Essential:
•	 Comprehensive understanding of UK employment law.
•	 Excellent attention to detail and organisational skills.
•	 Professional, confidential and effective communicator.
•	 Line management experience.  
•	 CIPD Level 5 qualification.

Desirable:
•	 Experience within an educational or multi-site organisation.

Interpersonal & Soft Skills
•	 Emotional Intelligence (EQ): The ability to read the room, understand employee 

sentiments, and navigate sensitive situations with empathy.
•	 Conflict Resolution: Mediating disputes fairly, handling grievances constructively, 

and facilitating difficult conversations.
•	 Active Listening: Genuinely understanding employee perspectives and workplace 

needs rather than just dictating policies.

Strategic & Business Acumen
•	 Commercial Awareness: Understanding how the HR department’s goals directly 

affect the school’s broader operational and financial success.
•	 Change Management: Leading the organization smoothly through periods of 

growth, restructuring, or cultural shifts.
•	 Workforce Planning: Forecasting future hiring needs and designing strategies for 

talent acquisition, upskilling, and succession.

Compliance & Administration
•	 Employment Law & Regulations: Staying updated on legislation, workplace rights, 

and data protection requirements 
•	 Policy Formulation: Designing, writing, and updating clear employee handbooks 

and contracts. 

Technical & Analytical Skills
•	 HR Tech Savviness: Proficiency with modern HR Information Systems (HRIS), 

applicant tracking systems, and automated onboarding platforms.
•	 People Analytics: Interpreting data on turnover rates, employee engagement, and 

performance metrics to make informed, evidence-based decisions. 

http://www.menuhinschool.co.uk
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The successful candidate will: Essential  Desirable 
Enhanced DBS check √
UK right to work check √
UK and EEA prohibited list checks √
Satisfactory references √
Medical declaration √
Verification of qualifications √
Maths & English GCSE or equivalent  √
First Aid at Work √

 
Shortlisted candidates will be assessed using: 

•	 Completed application form 
•	 Covering letter 
•	 Interview 
•	 References 
•	 Documentary evidence 
•	 In-tray exercise

http://www.menuhinschool.co.uk
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 @menuhinschool 

 @yehudimenuhinschool

 Yehudi Menuhin School

Yehudi Menuhin School
Stoke d'Abernon
Cobham, Surrey

KT11 3QQ

Switchboard: 01932 864739 
www.menuhinschool.co.uk@menuhinschool

http://www.menuhinschool.co.uk
https://www.menuhinschool.co.uk/yms-application-form
http://www.menuhinschool.co.uk

