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AES Job Description – Professional Support Staff
	Name:




	Team: 


Administration


	Post: 



HR Manager & PA to SLT
	Scale:


8
Point:


25-28


	Date appointed to post: 
	Date appointed to 
school: 


	Senior Line Manager:  
Business Manager

	Immigration Status: 

	Line Management 
Responsibilities:  



	Hours: 


37 hours



52.14 weeks per year




	Line Manager:


Business Manager


	Job Purpose:

To provide, manage and be responsible for an efficient, professional HR service to all staff within the school in liaison with the Headteacher and Business Manager. 
To provide comprehensive administrative assistance to the leadership team.

Employing specialist skills and subject knowledge to deal with matters that arise to achieve a satisfactory outcome. 

Taking ownership of workload, making well-reasoned decisions and dealing with matters in a timely and effective manner.

Acting with integrity.



	HR
· To be responsible for ensuring that all aspects of recruitment for teaching and professional support staff are carried out in accordance with good practice, including placing advertisements, taking up references, interviewing arrangements and paperwork for successful candidates, this will include all pre-employment checks including DBS and medical declarations.

· To work out the initial salary assessment for teaching staff.

· To issue offer letters to successful candidates.

· To assist in the induction procedure for all new staff in line with the safer recruitment practices.
· To ensure that the probation procedures for both teaching staff and Professional Support Staff are fully implemented, and reviews are carried out in a timely and effective way.
· To take responsibility for ensuring that the Payroll Manager receives the information that they require regarding staff appointments/payments.

· To advise with support from HR consultants, as necessary, all staff on personnel-related issues such as Conditions of Employment, school procedures relating to personnel matters, pension rights and status, maternity and sickness entitlements, early retirement etc.

· To be responsible for all administrative procedures required in connection with the appointment, changes and resignation of all staff ensuring the appropriate policies are followed.

· To be responsible for ensuring that contracts of employment are issued for all school staff as necessary.
· To monitor any changes in staff, pay and accurately administer.
· To oversee paperwork regarding teacher’s progression to UPS salaries and ensure accurate records are maintained of all applications both successfully and unsuccessfully.

· To issue Annual Salary Statement letters to all staff.

· To manage staff absence ensuring all sickness absence paperwork and return to work documentation and meetings are completed.  Ensure that where necessary meetings are arranged with staff where there are absence concerns and prepare paperwork/reports to Occupational health for instances of repeated or prolonged sickness absence.   To manage long term absence to achieve the best possible conclusion for the school and the individual member of staff. 
· To be responsible for the management of Occupational Health referrals, advising of outcomes to the Headteacher to ensure full support to the staff member concerned.
· Work with the Senior Leadership Team to ensure due attention is paid to staff occupational health and welfare and the work-life balance of all staff. 
· To be responsible for making regular wellbeing calls to staff members who are absent, offering support and maintaining open communication during their time away from work.
· To arrange staff disciplinary and investigatory meetings, ensuring comprehensive paperwork is provided and attend to take minutes.   To investigate some matters initially in liaison with the Headteacher and Line Managers, issuing appropriate management where necessary.

· To collate key administration relating to HR matters in preparation for Ofsted inspections.   This will include the consistent review of the school’s Single Central Record to ensure compliance with any statutory changes or development required.

· To be responsible for maintaining the Arbor Personnel Database.

· To be responsible for the preparation and accurate submission of the School Workforce Census return, ensuring that the school is compliant with statutory guidelines, and submitted on time.
· To be responsible for ensuring that all personnel records and files are up to date and securely stored and that access is restricted to authorised personnel.

· To attend Personnel Surgeries and keep the Headteacher & Business Manager informed of new developments and changes to policies within Personnel.

· To be responsible for ensuring employees contribute the correct % into both the Teachers’ Pension and the Local Government Pension Schemes.
· To maintain appropriate related databases and produce statistical data and reports to various parties when required.
· To monitor and update job descriptions as necessary.
· To respect confidentiality of all HR information at all times.
· To ensure the school is GDPR compliant regarding HR, following the retention policy.

· Other reasonable duties as required by the Headteacher or Business Manager.


	General duties:

· Attend relevant training and take responsibility for own development, taking part in the performance management review in discussion with your line manager.
· Attend relevant school meetings and events as required. 
· To comply with individual responsibilities, in accordance with the role, for health & safety in the workplace.
· Ensure that all duties and services provided are in accordance with the School’s Equal Opportunities Policy. 
· To understand, promote and act in accordance with the school’s policy and practice regarding safeguarding and the welfare of children and young people 
· The duties are neither exclusive nor exhaustive and the post holder may be required by the Headteachers to carry out appropriate, reasonable additional duties, including supporting other Professional Support Staff teams, within the context of the job, skills and grade.


	International Ethos:
· To support and promote the school’s distinctive ethos and curriculum
· To support the school visits programme e.g. taking part in the visits, supporting Anglo Fringe etc.
· Be familiar with the varying needs and characteristics of different faiths and cultures


	Administrative / CPD:
· Undertake any training commensurate with the post.
· Undertake performance management process for Personal Assistant to Leadership Team & HR Manager. 

· Provide cover for the school office as required.




AES PERSON SPECIFICATION

HR MANAGER & PA TO SLT 
	Experience


	· Successful recent experience working in a school
· Working effectively as part of a team

· Ability to undertake complex HR census returns



	Qualifications


	Essential

· Experience in general administration & HR
· Ability to use IT programs such as Word, Excel, PowerPoint
· Ability to use Arbor

	Desirable:

· Appropriate degree in HR management or equivalent

· Previous experience of monitoring returns 
· Educated to NVQ level 4 in English & Mathematics

	Knowledge, Skills & Aptitudes


	· Ability to exchange verbal information clearly and sensitively

· Ability to negotiate effectively to achieve best outcomes

· The skills needed to work successfully in a team and to contribute to group thinking and planning

· A positive approach to work, based on finding solutions to any given problem.

· An ability to be flexible and creative

· An ability to follow instructions accurately

· An ability to use own initiative and work independently

· An ability to communicate effectively with adults and children, verbally and in writing

· An ability to motivate, inspire and have high expectations of pupils

· An ability to work calmly under pressure, showing patience, enthusiasm, resilience, initiative and kindness in adversity

· A strong “can do” attitude

· Understand and comply with procedures and legislation relating to confidentiality
· Demonstrate a clear commitment to develop and learn in the role

· Ability to effectively evaluate own performance

· Understand and comply procedures and legislation relating to confidentiality



	
	Personal Development & Welfare: 

· An understanding of Child Protection, Keeping Children Safe in Education and Safeguarding policies and procedures

· A belief that in schools we can make a difference to the lives of young people and thereby make the world a better place

· A commitment to safeguarding and promoting the welfare of children and young people 

· An awareness of, and commitment to equalities of opportunity and inclusion in education


	
	International: 

· An understanding of, commitment to or willingness to fully embrace an internationalist ethos and vision  



	
	Administrative/CPD:

· A commitment to their own personal development and the continuing progress of the school 

· Effective time management and the ability to maintain a proper work-life balance

· Effective use of standard IT programs such as Word, Excel and  PowerPoint 

· An awareness of, and commitment to equalities of opportunity and inclusion in education
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