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JOB DESCRIPTION

Job Title:			HR Support Staff

Grade:			Grade D-E: PT 5 – 9

Job Location:		Ascent Trust Central Services

Responsible to:		HR Manager

Principal Responsibilities
· To provide HR support on a wide range of HR matters and provide HR administration support to the academies within The Ascent Academies’ Trust under the direction of the HR Manager.

Main Duties



1. Facilitate the recruitment process across the Trust eg  place adverts on appropriate websites, identify relevant qualifications as per person specifications, prepare shortlisting checklists, send interview invites, obtain references, prepare documentation for interview panels
2. Issue offer letters to successful candidates within a specified time frame.
3. Ensure all necessary pre-employment checks are undertaken and received for all successful candidates ensuring the Trust complies with safer recruitment procedures, to enable an employment start date to be issued
4. Create personnel files for all new starters and ensure relevant information is available to academies prior to start date, for inclusion on the SCR
5. Preparation of documents using a variety of computer software packages

6. Providing information to senior staff as required

7. Assist with the provision of induction information for new staff
8. Provide help and advice to staff and external parties as and when required in relation to personnel matters
9. To assist the HR Assistant and HR Manager in developing and implementing new projects as required
10. To provide administrative support in formal HR meetings as required e.g. disciplinary, grievance and sickness/absence
11. Producing staff ID badges
12. Provide regular HR reports as directed
13. To deal with day to day enquiries on HR matters
14. Being aware of the emergency evacuation procedure at each establishment and assisting with evacuation as necessary

15. Undertaking other general administrative duties specific to role

16. Attending and participating in training and development courses as required

17. Displaying courteous and professional behaviour at all times

18. Treating pupils consistently with respect and consideration

19. Working collaboratively with colleagues as part of a professional team

20. Working within Trust policies and procedures 

21. Recognising equal opportunities issues as they arise in the academies and responding effectively, following Trust policies and procedures

22. Building and maintaining successful relationships with staff

23. Other duties as requested by the 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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