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 Job Description: HR/Admin Officer

Priory School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.  DBS Disclosure at Enhanced level will be required prior to any offer of employment

[bookmark: _heading=h.gjdgxs]Main Purpose: 
The purpose of this role is to carry out accurate HR administration which plays a key part in the delivery of a comprehensive HR service to Priory School.  The job holder works withal staff at all levels in the School and with the central HR team.
General Responsibilities 
All school staff are expected to:  
· Work towards and support the school’s strategic vision and the objectives.  
· Adhere to school policies and procedures as set out in the staff handbook or other documentation available to all staff. 
· Support and contribute to the school’s responsibility for safeguarding students.
· Work within the school’s health and safety policy to ensure a safe working environment for staff, students and visitors. 
· Maintain high professional standards of attendance, punctuality, appearance, conduct and positive, courteous relations with students, parents and colleagues. 
Specific Responsibility 
Recruitment & Selection
· Liaise with relevant leadership to review, revise and draw up job descriptions, person specifications and advertisements
· Process and respond to all applications, whether successful or not
· Arrange interview and assessment processes and oversee to ensure they run smoothly and are a positive experience for candidates
· Carry out pre-employment checks (References, DBS, Right to work, Social Media etc)
· Through line managers, ensure an initial induction is in place
· Inform relevant individuals and departments about new staff members
· Create HR records for all new staff – both electronic and paper 



HR Data Management and Administration
· Communicate all payroll changes to central HR, including starters, leavers, changes to contract, maternity leave etc
· Collate timesheets for variable and additional hours worked and send to HR in accordance with payroll deadlines
· Produce contracts of employment and variation letters
· Keep up-to-date with changes in legislation around Safeguarding and ensure school has accurately maintained SCR, updating DBS information on a regular basis
· Keep accurate staff records on SIMS including training records, and produce annual School Workforce Census
· Work with Cover manager to issue self-certification/return to work paperwork to staff returning from sickness absence, highlighting where staff have hit absence triggers, and input absence data on to SIMS. 
· Keep staff/student files up to date in line with data retention policies
· Organise car parking permits where applicable 
· Respond to Ad hoc requests for information
· Confidently answer pay and benefits queries from staff, including explaining payroll calculations where necessary
· Produce annual salary statements (in conjunction with Central HR)
· Respond to reference requests for staff who have left, involving appropriate school leadership
· Keep CPD log, update SIMS and book courses where necessary

Additional Duties
· Assist the Trust Finance Department in ensuring compliance for annual audits and appropriate processes
· Oversight of the operational effectiveness of the Admin Hub
· Provide admin support to the Careers Lead

This job description is intended as a guide only and not as an exhaustive list of duties. The post holder will be asked to carry out tasks that are not specifically detailed on this job description but which are deemed appropriate for the post holder to fulfil, either by the Headteacher or another member of the Senior Leadership Team. 

	Responsible to:
	
	Assistant Headteacher

	Liaises with:
	
	BET Central HR, BET Finance, Senior Leadership, All Employees

	Salary/Grade:
	
	BET Grade 5 – Point A  - E
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