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Job Description
	School:
	Meadowfield School



	Job Title:
	HR Assistant



	Grade:
	KS C




Purpose of the Job:

To provide effective, proactive and confidential operational HR support for the whole school, under the management and guidance of the HR Manager.

To ensure an efficient HR administration service, supporting staff and managers in accordance with agreed policies and procedures, to the benefit of our pupils.
Key duties and responsibilities:

1. Provide administrative and organisational HR services to the school, to include organisation of recruitment processes, induction, training events and organise a time-line accordingly. 
2. Provide administrative support to the Assistant Principals to ensure adequate daily cover is arranged for each class

3. To oversee arrangements for the induction process of all new staff.

4. Process, maintain and monitor staff records relating to prospective and new staff and volunteers and resignations; keeping paper files and electronic HR systems up to date and submitting information to outside service providers.
5. Provide a first point of contact, responding to enquiries from staff and recruitment candidates and enquiries about vacancies.

6. Organise formal and informal meetings with staff and managers and take comprehensive and accurate notes.

7. Issue professional letters, documents and emails to staff, including offer letters and meeting invitations in liaison with the HR Administrator and HR Manger.
8. To generate and run reports for the HR Manager to analyse.
9. Contribute to the planning and development of HR administrative procedures and systems.
10. Undertake all safer recruitment checks.
11. Coordinate daily deployment of staff in liaison with colleagues, senior management and the HR Officer.
12. Oversee the HR email mailbox, deal with enquiries and forward to relevant colleagues.
13. Oversee school CPD administration, inclusive of, tracking training by expiry dates, liaising with colleagues and managers, booking of training and updating management information systems.
14. To maintain comprehensive, confidential personnel records on staff (both in hard copy and electronic form) and to abide by the GDPR regulations and instructed by the HR Manager. Inclusive of archiving and destroying when appropriate.
15. Completion of appropriate employment and vetting checks and maintenance of the Single Central Register.

16. Work constructively with other administrative functions, including Finance, ICT and the main school office, to the benefit of staff and students.
17. Assist with the production of marketing and promotion material for recruitment purposes.
18. Contribute to the development of HR policies, procedures and projects.

19. Work within national legislation and school policies and procedures, in particular those relating to Safeguarding, Health and Safety and Equality and Diversity.
20. To support the HR function during the absence of the HR Administrator and HR Officer.
Footnote: This is not a comprehensive list of all tasks required of the post-holder, it is illustrative of the general nature and level of responsibility of the work to be undertaken, commensurate with the grade. 

Safeguarding responsibilities

· To understand the role and responsibilities of all staff in the safeguarding of children in the School and in providing a safe environment in which children can learn 
· To understand and meet the responsibilities as set out in the latest edition of Keeping Children Safe in Education 

· To engage in and complete all training in regards to safeguarding and ensure school policy and practice is followed

Equal Opportunity

The post holder will be expected to carry out all duties in the context of and in compliance with KCC’s Equal Opportunities Policies.

	Name:


	

	Signature:


	

	Date:


	


Person Specification: HR Assistant
The following outlines the criteria for this post. Applicants who have a disability and who meet the criteria will be shortlisted.   

Applicants should describe in their application how they meet these criteria.

	
	CRITERIA 
	Essential / Desirable

	QUALIFICATIONS

	· NVQ Level 2 or equivalent.

· Qualifications in English and Maths
	E
E

	EXPERIENCE


	· Experience of operation, management and development of administrative systems.
· Experience within a school setting

· Experience in an HR function
	E
D

D

	SKILLS AND ABILITIES


	· Outstanding organisational and administrative skills.

· Excellent written and verbal communication skills

· Ability to build effective working relationships.
· Ability to develop and maintain effective computerised and manual filing systems, accurately with attention to detail.

· Computer literacy - ability to produce a range of documents and reports, including non-standard reports, using Windows WP package, Excel spreadsheet and database functions.
· Ability to produce quality, accurate, professionally presented work at a fast pace.
· Ability to organise and prioritise workload to achieve deadlines.
· Ability to investigate complex queries and anomalies when required.
· Ability to take accurate notes and minutes of meetings.
· Ability to take a proactive approach to tracking processes, action points from meetings and correspondence.
· Co-ordination skills when arranging meetings and interviews.
· Commitment to equalities and the promotion of diversity in all aspects of working.

	E
E

E
E

E

E

E

E

E

E
E

E

	KNOWLEDGE


	· Awareness of and compliance with national legislation and school policies and procedures, especially those relating to safeguarding and recruitment.

· Knowledge of computerised and manual filing systems.
· Knowledge of SIMS personnel database.
· Awareness of Data Protection and confidentiality issues, the requirement for a School’s Record Retention Policy.

	D
E
D

E

	OTHER ATTRIBUTES, VALUES AND BEHAVIOURS
	· Enthusiasm for supporting the wellbeing and education of pupils with profound, severe and complex needs.

· Commitment to excellent customer service

· Professional and friendly manner, including telephone manner

· Proactive, flexible and adaptable, takes the initiative.

· Conscientious, reliable, enthusiastic and professional.

	E
E

E

E

E


