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JOB DESCRIPTION

Job Title:			HR Assistant

Grade:			F-G: PT10 – PT17

Hours/weeks:		37 hours per week/ 52 weeks

Job Location:	Ascent Trust Central Services/ Academies within The Ascent Academies’ Trust

Responsible to:		HR Manager

Principal Responsibilities

· Act as the operational lead for Human Resource services across the Trust
· Operate and maintain the Management Information System (MIS), HR systems and procedures
· Work with the HR manager on recruitment and staff retention
· Support the HR Manager with HR information to facilitate relevant monitoring within academies
· Promote the Trust’s core values and fulfil the aims and objectives of the service

Main Duties
· Assist in the preparation of job descriptions, person specifications and advertisements
· Ensure that details of vacancies are circulated appropriately for maximum exposure in relevant advertising arenas
· Coordinate and carry out the recruitment and selection administration process required by HR policies relating to the appointment of new employees. This will include the management of pre-employment checks, such as obtaining medical and DBS clearances, checking qualifications, receipt of references and Trust documentation ensuring that these are fully carried out and completed in a timely manner prior to employment commencing
· Ensure that conditional offers are prepared and issued
· Ensure that essential new employee personal information is notified to payroll before the deadline for payment of salary
· Process changes to employment details, ensuring payroll are notified where there is a change to salary
· Support academies with the effective management of sickness absence, providing timely administrative support, guidance and information in line with Trust policies and procedures. 
· Maintain accurate and up-to-date central sickness absence records, ensuring information is recorded consistently and supporting the production of absence data, reports and monitoring information as required.
· Work with staff in individual academies to ensure that all new employee information and changes to employment is accurately set up on the Arbor databases
· Be actively involved in the HR operations and functions within each academy, providing support and guidance as necessary, on site or remotely as required
· Assist with the provision of induction information for new staff
· Undertake monthly checks of payroll reports to confirm the payment of salaries and associated expenses
· Ensure that all confidential data retained and disposed of is in line with the General Data Protection Regulation and the Trust’s policies and procedures
· Assist with the provision of management information, reports and statistics
· Work collaboratively and in a supportive manner within the HR team and other departments to ensure that the overall aims and objectives are achieved
· Maintain absolute discretion and maturity in handling sensitive/confidential data
· Ensure all HR matters are dealt with in accordance with the HR policies and procedures of the Trust 
· Undertake other general administrative duties specific to role
· Attend and participate in training and development courses as required
· Display courteous and professional behaviour at all times
· Work within Trust policies and procedures
· Recognise equal opportunities issues as they arise and respond effectively, following Trust policies and procedures
· Build and maintain successful relationships with staff
· Other duties as requested by the Trust HR Manager commensurate with the grade

The post holder must act in compliance with data protection principles in respecting the privacy of personal information held by the Trust.

The post holder must comply with the principles of the Freedom of Information Act 2000 in relation to the management of Trust records and information.

The post holder must carry out their duties with full regard to the Trust’s Equal Opportunities Policy, Code of Conduct, Child Protection Policy and all other Trust Policies.

The post holder must comply with the Trust Health and Safety rules and regulations and with Health and Safety legislation.
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