The Roseland Multi-Academy Trust
JOB DESCRIPTION

Job Title:	HR & Payroll Administrator

Grade:  						Grade G
												
Employment:	37 hours per week, term time (38 weeks) plus 10 additional days (45.6 weeks per year)
	
School holidays will be classed as leave.  Payment for leave has been included in the calculation of the annual salary, therefore, no leave should be taken during school term time unless specific prior approval has been obtained from the Chief Executive Officer
					
Responsible to:	Chief Executive Officer/Chief Financial Officer/HR Manager/HR Officer/Chair of the Trust Board

Supervisory Responsibility:			None

Important Functional Relationships:	Chief Executive Officer, CFO, HR Manager, HR Officer & Central Team, staff in Trust schools including Headteachers, Headteachers’ PAs and School Secretaries, Trustees, Governors, Trust partners, other schools and colleges, payroll provider, providers of services, staff and students.

Main Purpose of the Role:
As part of the Trust’s Central Team, the HR & Payroll Administrator will join a multi-skilled team that provides support and guidance across all the schools within the Trust. Positive interaction within the team and across all schools is crucial in the success of implementing and supporting the HR and payroll functions across the Trust settings.  

This role will support the Central HR Team in delivering its HR vision, priorities, anticipate challenges and pressure points and deal with matters with diplomacy and sensitivity across the Trust. The HR & Payroll Administrator will provide strong administrative support to the Central HR Team and will facilitate the collation and entry of an accurate monthly payroll for the Trust and will have an excellent eye for detail and hold themselves to the highest professional standards.

You will act as a key contact for HR and payroll enquiries from our settings, signposting staff to appropriate Trust policies and procedures, and forwarding enquiries to appropriate colleagues. The post-holder will demonstrate and develop professional practice excellence to meet the changing demands of the role and as part of a team.

Duties and Responsibilities
· Work with the support and guidance of the HR Officer to provide a comprehensive payroll and administration service.
· Collect monthly payroll information from the Trust settings and check for accuracy; being able to approach settings to rectify any errors.
· Accurate entry of the Trust’s payroll each month onto a third party payroll software programme.
· Support the HR Manager and HR Officer with the annual pay award processes.
· Support the HR Officer with the implementation and monitoring of Every HR.
· Support Trust schools, providing cover where necessary.
· Ensure that HR guidance and advice at all times reflects and reinforces employment law, good practice, customer care and the provision of a high-quality service.
· Provide administrative support in the on boarding of new staff.
· Liaise with relevant outside agencies where necessary.
· Input and maintain accurate and complete personnel files.
· Maintain the Trust’s eLearning platform ensuring that the input of new starters/removal of leavers are actioned in a timely manner.
· Monitor school data systems to ensure accurate personnel information is being held.
· Maintain own continuing professional development, keeping up to date with legal, payroll and HR developments.
· Promote effective, open and honest working relationships with all colleagues, internal and external to the team and Trust, to promote an effective employee relations environment within the Trust. 
· Act in such a way that at all times the health and well-being of children and vulnerable adults is safeguarded. 
· Be familiar with and actively promote the safeguarding policies of the Trust, completing all essential/mandatory training in this area and adhere to applicable rules, regulations, legislation, policies and procedures within the Trust including safer recruitment, health and safety, equality and diversity and data protection.
· Actively challenge and seek to eliminate any directly or indirectly discriminatory practices or behaviours.
· [bookmark: _Hlk39475495]Support less experienced or newly appointed colleagues to ensure an appropriate quality of service delivery.
· [bookmark: _GoBack]Support the operational and strategic development of the Trust HR and payroll service where appropriate by identifying opportunities for continuing improvement.

The Roseland Multi Academy Trust is committed to safeguarding and promoting the welfare of children, and expects all staff to share this commitment. Everyone who comes into contact with children and their families and carers has a role to play in safeguarding children. In order to fulfil this responsibility effectively, all professionals should make sure their approach is child-centred. This means that they should consider, at all times, what is in the best interests of the child.



PERSON SPECIFICATION

	Relevant Experience
	· Relevant HR and Payroll administration experience.
· Experience of working in a school / education environment.
· Able to complete tasks without the need for prompting or supervision, meeting deadlines as appropriate. 
· Can demonstrate resilience against challenges and obstacles. 
· Ability to work with highly confidential and sensitive information.

	Education & Training
	· Attainment of GCSE qualifications or equivalent (level 2 standard of education) to include Maths and English.

	Special Knowledge & Skills
	· Driving license to allow cross-site working.
· Able to work and communicate effectively with a wide range of internal and external clients/staff/providers.
· Excellent IT skills including Microsoft and G-Suite.
· Familiarity with HR systems or other management reporting systems.
· Familiarity of payroll systems and procedures.
· Working on own initiative and making judgements within the defined boundaries of the role.
· Knowledge of a range of HR practices and procedures acquired through relevant training and/or experience.
· Good standard of written communication, able to write fluently and concisely with attention to detail eg, letters, reports, policies.

	Personal Attributes

	· Drive and determination.
· Attention to detail to ensure high quality outcomes. 
· A ‘can do’ and flexible approach with ability to positively adapt to changing priorities.
· Proactive, self-motivated, organised, meticulous and enthusiastic.
· Ability to work under pressure and independently with minimal instruction.
· Good communicator with good judgement in a variety of situations.
· Empathy with people.
· Innovative and forward-thinking.
· Team player.
· Work with discretion, diplomacy and sensitivity.



