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Job Description:


Payroll and HR Administrator  
Work Directed By:


Finance Manager and Headteacher’s P.A. 
Performance Reviewer/               Headteacher’s P.A.
Team Leader: 



Purpose of the Post:
To provide administrative support to the Payroll, Pension and HR functions of the school. 

Pay Range:
 Scale 7 point 19 - 24




Time Allocation: 


20 hours a week

(hours/days can be flexible, ideally spread over 4 days) 
Main Duties and Responsibilities:

To contribute to the professional and efficient Payroll, pension and HR service at the School. Duties will include (but are not limited to);

Payroll administration 

1. To ensure payroll input documents submitted by employees are complete and ready for input

2. To assist with the preparation and input of monthly payroll information 
3. To assist with checking monthly payroll runs provided by the payroll bureau to ensure the final payroll run is correct

4. To assist staff with payroll queries.

5. To liaise with employees regarding access to their online payslips.
6. To process, record and reconcile hours worked by the Cleaning Team each month in conjunction with the Cleaning Supervisor/Estates Manager 
Pensions Administration 

1. To assist with the administration of the Teachers’ Pension Scheme and Local Government Pension Scheme and preparation and submit returns as necessary
HR Administration

1. To assist the HR Manager with administrative tasks relating to the recruitment, employment and termination of employment of employees 
2. To assist with staff interviews when needed
3. To minute meetings relevant to HR issues 

4. To manage the recruitment process for volunteers 

5. To ensure recruitment literature is kept up to date, in liaison with the HR Manager, Heads of Departments and the Senior Leadership Group 

6. To assist with undertaking recruitment checks (i.e. qualifications, DBS, medical).

7. Under the direction of the HR Manager to maintain HR files in line with GDPR requirements 

8. To assist the HR Manager with absence recording and monitoring, and to take responsibility for Cleaner absences
9. To ensure staff complete and submit appropriate paperwork for any absences
10. To record, monitor and oversee annual leave taken by support staff 

11. To liaise with IT Department regarding starters and leavers
12. To check that appraisals and probations have been completed in line with specified deadlines
13. In conjunction with the Deputy Headteacher to organise the induction and training of all new staff and volunteers 

Davenant is committed to safeguarding and protecting the children and young people that we work with.  As such, all posts are subject to a safer recruitment process, including the disclosure of criminal records and vetting checks.  We ensure that we have a range of policies and procedure in place, which promote safeguarding and safer working practice across the school.

