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SUPPORT STAFF 
Job Description

ROLE:  HR Officer 
RESPONSIBLE TO: HR Manager
CONTRACT: Fixed Term
WORKING PATTERN: 8:00 – 16:00, 35 hours per week, 39 Weeks per Year (Term Time Only) 



MAIN PURPOSE OF THE ROLE:  
 
· Responsible to the HR Manager for the organisation and provision of the Academy’s HR function providing an efficient and effective HR service to all staff.
· The HR Officer will deliver a first-class, professional, confidential and approachable HR service to the whole Academy community.  The role covers a wide range of responsibilities, including payroll processing, recruitment, HR administration, maintaining records for the life cycle of employees, DBS processing, issuing contracts of employment and coordinating statutory returns such as the Academy workforce census and other required data submission.

DUTIES: 

· Organise all aspects of the Academy’s recruitment process from start to end.  This will include the oversight of safeguarding for appointing new staff ensuring that all staff are registered and safe to teach and work in schools in line with current legislation.
· Contribute to the planning, development and organisation of support service systems/procedures/policies.
· Develop and maintain efficient HR administrative systems in school and adapting to meet the changing needs of the school.
 
RECRUITMENT: 

· With the HR Manager, responsible for the Academy’s recruitment process, placing adverts for staff vacancies on various platforms and social media to ensure maximum exposure and value for money.
· Preparing and drafting adverts, calculating salary for support posts, preparing job descriptions, recruitment information and application packs.  Dispatch, receipt and monitoring/processing of these.
· Preparing shortlisting paperwork, schedules for interview processes, including inviting and informing candidates.
· Overseeing all aspects of recruitment interviews and tasks including ensuring relevant staff are informed of and provide information to interview panels, tasks and interview questions.
· Ensuring recruitment procedure is in line with DfE Safer Recruitment procedures and that all necessary safeguarding and pre-employments checks are undertaken.  Manage all administrative tasks in support of all aspects of the recruitment process, including all checks, references, medicals, right to work DBS etc.
· Maintain the Academy website (vacancy page) and external advertising platforms including social media.
· Updating and maintaining the Academy’s MIS system ensuring that all staff data is kept secure and confidential.  This includes all files for recruitment and contractual correspondence.
· Maintaining confidential staff files, filing and updating archive records where appropriate.
· Monitoring, storing and disposing of documentation related to recruitment including following GDPR expectations.
· To have full oversight of and complete, onboarding and induction of all new staff.
· To manage all off-boarding procedures.

ADMINISTRATION: 

· To inform the HR Manager of staff queries, concerns and opportunities in order to maintain strong ongoing support for all staff.
· To be first point of contact for HR related queries.
· Administer HR related documentation, such as offer letters, contracts of employment, pay claims, leavers and pensions information, maternity/paternity letters, jury service, probationary periods etc.
· Coordinate all payroll processing, ensuring compliance with internal policies and statutory requirements, including from preparation to final approval by the HR Manager.
· Manage the DBS process for all staff, Governors and visitors to ensure that they all hold a valid DBS and all checks have been undertaken.
· Maintain and oversee the Academy’s Single Central Record (SCR) manual and computerised record/information systems to include input of all staff information.  To ensure it is accurate and up to date at all times.
· Ensure all contractors and any other establishments with staff working at the school have appropriate clearance to work with young people in an education setting with relevant paperwork in place.
· Maintaining employee records including legal requirements and ensuring staff files are up to date.
· Analyse and evaluate data/information and produce reports/data/information as required.
· Assist with the timely completing and submission of the school workforce census.
· Ensure the relevant HR database is up to date, accurate and complies with relevant legislation, by checking, amending and interrogating where necessary so that data is kept up to date for retrieval of information for the production of reports, information for DfE, LA and any other bodies as required.
· Provide administrative and organisational support to other staff.





GENERAL: 

· Be aware of and support diversity and ensure equal opportunities for all.
· Contribute to the overall ethos/work/aims of the Academy.
· Develop constructive relationships and communicate with other agencies/professionals.
· Share expertise and skills with others.
· Participate in training and other learning activities and performance development as required.
· To be fully aware of and understand the duties and responsibilities arising from the Children and Families Act 2014 and Working Together in relation to child protection and safeguarding children and young people as this applies to the postholder’s role within the organisation. 
· To also be fully aware of the principles of safeguarding as they apply to vulnerable adults in relation to the worker’s role.
· To ensure that the worker’s line manager is made aware and kept fully informed of any concerns which the worker may have in relation to safeguarding and/or child protection.


This list of duties is not exhaustive and you may be required to carry out other reasonable tasks commensurate to your grade as directed by your line manager/Headteacher/Principal. 
 
Review and Amendments: 
The job description should be seen as enabling rather than restrictive and will be subject to regular review.

Signed:



Postholder ………………………………………………. Name ………………………………………….


HT/Senior Line Manager …………………………………………..  Name ……………………………………..


Date ………………………………………………………….
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