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JOB DESCRIPTION


	Post Title:
	Business Support Assistant (HR)

	Salary:
	Grade 3
	Hours:
	Full time (36.40 hours per week), term time plus 10 days



	Purpose of post
	· To provide dedicated admin support on all aspects of HR admin functions and processes, making a positive contribution to efficient and effective HR support in school.

	Key areas of responsibility
	· Human Resources admin
· To provide advice and guidance to school staff on HR related queries
· Ensure pre-employment checks (DBS, medical etc.) are conducted in a timely manner, alerting the HR & Payroll Officer to any potential issues which may delay the process
· To ensure that the employee induction process is followed correctly and all forms completed and returned 
· To process starter, leaver and contract variations with the school’s payroll provider and ensure accurate records are maintained and communicated with the finance team
· Process contracts and variation to contract paperwork as required
· Ensure HR databases remain accurate and up to date for new starters, established staff and staff preparing to leave the organisation
· To maintain the Single Central Record and ensure the document is accurate at all times
· Provide admin support to the Designated Safeguarding Lead to maintain an accurate record of staff safeguarding training 
· To monitor probationary periods for staff, arranging reviews and administration of paperwork
· To work in conjunction with finance colleagues to ensure that staff variances are processed accurately and in line with the deadlines set by the school’s payroll provider
· To keep all data and information of a sensitive nature secure at all times and to handle all HR, payroll and recruitment information in a confidential and discreet manner  
· To keep abreast of changes in legislation or routines effecting HR and payroll administration
· Contribute to the development of systems that support the delivery of HR and other people-related services
· Any other tasks related to HR admin 

· Absence monitoring 
· To update daily staff absence records and ensure this information is given to the payroll provider monthly in accordance with payroll deadline dates
· To ensure Self-Certification forms and Fit Notes are completed and received where appropriate
· To ensure a Back-to-Work interview takes place between line-managers and absent staff where necessary
· To assist with the monitoring of staff absence and liaise with the HR & Payroll Officer to ensure absence reviews are arranged when key indicators are triggered
· To assist with the arrangement of Occupational Health referrals
· To support with the preparation for and facilitation of staff absence reviews

· Recruitment
· To arrange adverts in local and national press and on-line
· Assist with the compilation of application packs with relevant documents such as job descriptions, person specifications etc. 
· To receive application forms and record the appropriate monitoring data in accordance with Council guidelines
· Assist with interview arrangements including sending out invitations to interview, reference requests, room bookings, arranging refreshments and general support to SLT during the interview process
· Build effective working relationships as first point of contact in relation to onboarding of new staff

· Administration of Cover
· to assist the Exams and Cover Officer with arranging cover for teachers when required
· to administer cover in the absence of the Exams and Cover Officer including:
· To receive calls from 7.00 am each work day from staff regarding their absence
· Administration of the cover system in accordance with the School’s policy.

· Continuing Professional Development
· To assist the HR & Payroll Officer in supporting the Assistant Head teacher in the provision and organisation of an effective and dynamic staff development programme including:
· Ensuring induction forms are provided and completed by all new staff
· Book external training courses or conferences when requested
· Computerised Staff CPD records are kept up to date
· Assist with arranging and organising staff inset days and twilight sessions

· Business Support 
The post holder will be expected to provide support and cover for colleagues in the following activities:
· To provide financial and administrative support to the Finance Team during peak times/absences
· Submission of payroll related variances to the payroll provider (timesheets, mileage claims, absences etc.)
· To issue orders for goods and services and allocate to the relevant cost centre
· To process supplier invoices & generate school BACS payments
· To assist in the administration and collection of fees e.g. school meals, music tuition and school trips

· General Clerical
· To undertake word processing, including letters, reports and schedules, and work which utilises other ICT packages, such as databases, spread sheets, formatting presentations or research on the internet. 


	General Responsibilities

	· To understand the importance of inclusion, equality and diversity, both when working with pupils and with colleagues, and to promote equal opportunities for all.
· To uphold and promote the values and the ethos of the school.
· To implement and uphold the policies, procedures and codes of practice of the School, including relating to customer care, finance, data protection, ICT, health & safety, anti-bullying and safeguarding/child protection.
· To take a pro-active approach to health and safety, working with others in the school to minimise and mitigate potential hazards and risks, and actively contribute to the security of the school, e.g. challenging a stranger on the premises.
· To participate and engage with workplace learning and development opportunities, subject to the school’s training plan, working to continually improve own performance and that of the team/school.
· To attend and participate in relevant meetings as appropriate.
· To undertake duties for student supervision at social times
· To complete first aid training and be part of the first aid rota
· To undertake any other additional duties commensurate with the grade of the post.


	Contacts

	Pupils, staff, parents, carers and guardians, and visitors to the school


	Relationships to other posts within the department

	Line managed by: HR & Payroll Officer 
Supervision given to: 


	Special Conditions
	DBS Disclosure required - Enhanced

	Job Description Review
(This job description may be reviewed at any time, subject to the needs of the school, and amended in consultation with the post holder).
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