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JOB DESCRIPTION

Job Title:
Cover Coordinator and HR Administrator 
Responsible to:



Senior Leadership Team
Grade:





F

Hours:





37 
(7.00am start)

Important Functional Relationships:
Internal: Headteacher, Senior Leadership Team, Business Manager, teaching and non-teaching staff, students

External: School Governors, LA representatives, Cornwall Council departments, other schools and colleges, supply agencies, suppliers of goods and services, parents, visitors to the school.

Main Purpose of Job:

To manage and co-ordinate arrangements for staff absence and teaching cover throughout the school, so as to ensure all classes are taken by appropriately qualified staff in the event of teacher absence. 

To be responsible for the provision of support to the HR Coordinator and the Business manager for Human Resources administration. 

Main Duties and Responsibilities:

1. To manage and coordinate arrangements for cover throughout the school, so as to ensure all classes are taken by appropriately qualified staff in the event of absence, and to be responsible for the Cover Supervisors and Supply Teachers who come into school.
2. To remain aware of all teacher absences, to keep a log of all teacher absences, including the reason for absence and the anticipated date of return to school.
3. To complete the necessary administration associated with staff absence, including the completion of staff absence returns on a daily basis, and to ensure that Children Schools and Families HR is informed of all staff absences.
4. To ensure the distribution and completion of self-certification forms to staff on return from sickness.  
5. To be remain fully aware of the school’s timetables and the subsequent teaching cover requirements. 
6. To arrange for cover of classes of teachers who are absent.  To liaise with teachers within the school with regard to covering classes and to contact the recognised supply teaching agencies with a view to arranging cover.
7. To remain aware of all school events which may affect teachers’ availability to attend classes and to plan class cover for teachers due to attend training, educational events or other pre-arranged activities.  To liaise with the appropriate teaching staff, Heads of Faculty and Senior Leadership Team with regards to teaching cover arrangements for all school events and the likely costs to be incurred.
8. To record all supply teaching arrangements appropriately in the school’s supply cover diary.  To ensure that appropriate staff and heads of departments are aware of teacher absences and cover arrangements in place.
9. To check invoices for supply teaching prior to the school’s payment.
10. To remain aware of the supply teaching budget, recording the cost of supply teaching on an ongoing basis and keeping the Business Manager aware of budget expenditure on a regular basis.  
11. To alert the Business Manager of potentially high costs with regard to teaching cover in any given period.
12. To undertake all administration associated with teacher absence and managing supply cover arrangements, ensuring all records are maintained accurately and all sensitive data (i.e. data relating to staff details, sickness etc.) is treated with the utmost confidentiality.
13. To maintain the supply teaching database in SIMS.
14. To assist the HR Coordinator in the accurate creation and maintenance of staff files, ensuring confidentiality with regard to such records.
15. To organise with Cornwall CPD and other training providers the relevant training courses for staff in accordance with their training needs as requested by the Headteacher or member of SLT in charge of CPD.
16. To maintain at all times the utmost confidentiality with regard to all records, personal data relating to staff and other information acquired in the course of undertaking duties for the school.
Human Resources Administration
17.  To collate the information for monthly Payroll submissions

18. To assist with the administration and organisation of recruitment interviews

19. To assist with the maintenance of the Single Central Record

20. To undertake the administration relating to staff recruitment; to include advertisements, collation of candidate responses, requesting references.

21. To liaise with SLT/HOFs to organise staff interview schedules, and to manage the proceedings on the day of the interview

22. To assist the Business Manager with the coordination of Performance Management for Support Staff.

General Duties

23. To coordinate the arrangements for school photos, and to ensure student photos are input onto SIMS

24. To act as a member of the administrative team and to provide support and cover for other members of the team where needs arise.

25. To provide assistance at school events (including evening events).

26. To undertake duties during student lunchtimes.

27. To support the front office team in welcoming visitors, ensuring safeguarding in procedures are followed, to receive and prioritise incoming telephone calls and deal with them appropriately taking messages as required.

28. To welcome visitors, to receive and prioritise incoming telephone calls and deal with them appropriately taking messages as required.

29. To maintain accurate and comprehensive filing systems.

30. To be aware of and work in accordance with the school’s safeguarding policies and procedures in order to safeguard and promote the welfare of children and to raise any concerns relating to such procedures which may be noted during the course of duty. 

31. To be aware of and adhere to applicable rules, regulations, legislation and procedures e.g. County Council (Equal Opportunities Policy/Code of Conduct), national legislation (Health and Safety, Data Protection).

32. To maintain confidentiality of information acquired in the course of undertaking duties for the school.

33. The post holder is responsible for their own self-development on a continuous basis, undertaking training as appropriate.
34. To undertake other duties appropriate to the grading of the post as required.
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December 2024
Job Description Prepared by:
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PERSON SPECIFICATION

Job Title:
Cover Coordinator and HR Administrator
Person specification prepared by:
Business Manager
Date:
April 2018
	ATTRIBUTES
	ESSENTIAL
	DESIRABLE
	HOW IDENTIFIED

	Relevant Experience


	Minimum of 2 years practical experience of working in an office environment.

Practical experience of word processing, e-mail & other office electronic applications. 
	Relevant work experience within a school/ college environment.

Experience of SIMS.
	Application form/ interview

	Education & Training

	Attainment of GCSE’s or equivalent (educated to level 2 standard) to include Maths & English.
	Attainment of level 3 qualifications or equivalent (e.g. A Levels).
	Application form

	Special Knowledge & Skills

	Excellent transferable ICT skills
Good oral & written skills.

Excellent organisational skills.

Excellent communication skills.

Excellent inter-personal skills 

Good judgement and an ability to assess situations, prioritise and delegate

Minute-taking skills.
	Supervisory skills

Good spreadsheet and analytical skills


	Application form/ interview

Typing/word processing test

	Any Additional Factors


	Able to commit to a 7.30am start.

Professional, tactful & sensitive.

Discreet & confidential

Ability to work on own initiative and within a team.

Displays an awareness, understanding and commitment to the protection and safeguarding of children and young people.
	To act as one of the Schools nominated first aiders


	Interview


