JOB DESCRIPTION FOR HR OFFICER

	Job Title
	HR Support Assistant (Special)

	Grade
	2020 Scale 4 505)

	Reports to
	HR Officer / Head of School

	Liaison with
	Head of School/College, Personnel, Payroll Provider, HR Officer, Finance Department

	Job Purpose
	· To support the HR Officer in accurately maintaining the schools’ personnel data in a secure and confidential manner, to ensure an efficient and effective service to the school
· To support the HR Officer to ensure that all aspects of recruitment are carried out in accordance with good practice

	Duties
	· To maintain manual and computerised personnel data 
· To be responsible for ensuring that all aspects of recruitment are carried out in accordance with good practice, including:

· Support drafting job descriptions and placing advertisements;
· Organising interviews and liaising with candidates;
· Taking up references;

· Paperwork for successful candidates including all pre-employment checks and appointment letters.

· To maintain the Single Central Register and ensure the information is accurate and up to date and complies with current statutory guidance.
· To support the HR Officer to ensure that the Head of School and other senior management receive all the information they require regarding staff appointments and payments.
· To be responsible for all administrative procedures required in connection with the appointment of staff, ensuring the appropriate policies are followed.
· To support the HR Officer to complete and produce all personnel data required by professional bodies such as the DfE.
· To be responsible for issuing contracts to newly appointed staff and for entering information relating to new appointments on the SIMS HR module.
· Collate and input all information to enable the school’s payroll provider to process the monthly payroll.

· Maintain all necessary payroll records and process all changes such as starters, leavers and contract changes.

· Calculate salary cost and deductions when required.

· Be the first point of contact for staff payroll queries.

· Process staff additional hours and expense claims.

· Process pension administration.

· To support the HR Officer in managing an efficient system ensuring contract review dates are met e.g. salary increments, temporary responsibilities, and fixed term contracts.

· To manage an effective system recording staff absence, ensuring medical certificates are received and relevant forms are complete.

· To be responsible for reporting staff absence on the payroll system.

· To ensure the probationary procedures for all staff are adhered to in accordance with the school’s probation policy.
· To ensure that the Head of School/Finance Officer receives the information they require regarding staff appointments and payments.

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

· In liaison with the HR Officer and Head of School, to ensure that contracts of employment are issued for all school staff as necessary

· To be responsible for ensuring that all personnel returns and claims, e.g. overtime, supply, insurance etc are completed and forwarded as necessary.

· To act as first point of contact for queries on personnel and salary data.

· To provide customised reports including use of SIMS.net reporting tools. 

· To be responsible for preparing all data for submission of Schools Workforce CENSUS, ensuring it meets current requirements, is up to date and accurate, investigating and rectifying any highlighted errors or warnings.

· To be aware of changes to SIMS Personnel system, e.g. following upgrades, and to communicate these to other users.
· To ensure that all files and records of staff are correct and up to date.

· To ensure annual statements of salary are issued are issued to all staff (September for teachers, April for support staff).

· To ensure that all personnel records are securely stored and that access is restricted to authorised personnel.
· To initiate and keep under review the personal development plans of all staff and submit recommendations to the Deputy Head/Director of Operations on staff development and training needs.

· To maintain a central record of the support staff performance management process and prepare reports for the governing body as appropriate.
· To assist the HR Officer and senior management with any HR issues/cases or employment matters, i.e. collate evidence, prepare investigations, assist during hearings, take minutes, and advise on correct procedures as per school policies.
· To process Occupational Health referrals.

· To maintain the schools’ staff emergency contact list.

· To regularly monitor HR emails and respond to enquiries.

· To undertake administrative duties, as required.

· To undertake any training commensurate to the post.
· To maintain confidentiality of sensitive information.
· To deputise for the Finance Department as required, being mindful at all times of the need for separation of duties.


	General
	· To participate in the performance and development review process, taking personal responsibility for identification of learning, development and training opportunities in discussion with line manager.

· 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.
· The Governing Body is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share in this commitment.
· The duties above are neither exclusive nor exhaustive and the post holder may be required by the Headteacher to carry out appropriate duties within the context of the job, skills and grade.



PERSON SPECIFICATON

	General Heading
	Detail
	Examples

	Qualifications & Experience
	Specific qualifications & experience
	· Successful experience of administrative work in a busy school environment

· 5 or more GCSEs Grade C or equivalent including English and Maths

	
	Knowledge of relevant policies and procedures
	· Working knowledge of general school policies and procedures

· Basic knowledge of employment law

	
	Literacy
	· Good reading and writing skills

	
	Numeracy
	· Ability to count and undertake complex calculations

	
	Technology
	· ICT literate

· Ability to use spreadsheets, databases and other ICT applications

	Communication
	Written
	· Ability to complete detailed reports, forms and letters

	
	Verbal
	· Ability to exchange verbal information clearly and sensitively with children and adults.

	
	Languages
	· Overcome communication barriers with children and adults

	
	Negotiating
	· Ability to consult with colleagues in an effective way

	Working with children
	Behaviour Management
	· Understand and implement the school’s behaviour management policy

	
	SEN
	· Good understanding and support of the differences in children and adults and ability to respond appropriately in relation to the role.

	
	Curriculum
	· Good understanding of the learning experience provided by the school in relation to the role

	
	Child Development
	· Good understanding of the way in which children develop in relation to the role

	
	Health & Wellbeing
	· Understanding of the importance of physical and emotional wellbeing.

· Ability to support children who may be unwell

	Working with others
	Working with partners
	· Understanding of the role of others working in and with the school

	
	Relationships
	· Ability to establish rapport and respectful relationships with children, their families and carers and other adults.

	
	Team work
	· Ability to work effectively with other adults in the school

· Ability to work on own

	
	Information
	· Ability to provide timely and accurate information

	Responsibilities
	Organisational skills
	· Good organisational skills

· Ability to work accurately with excellent attention to detail

	
	Time Management
	· Ability to manage own time effectively whilst under pressure and with deadlines

	
	Creativity
	· Ability to follow instructions effectively

	General
	Equalities
	· Demonstrate a commitment to equality

	
	Health and Safety
	· Good understanding of Health and Safety

	
	Child Protection
	· Understand and implement child protection procedures

	
	Confidentiality/Data Protection
	· Understand procedures and legislation relating to confidentiality

	
	CPD
	· Demonstrate a clear commitment to develop and learn in the role.

· Ability to effectively evaluate own performance and share knowledge with others.


