
 

Assist PA within 2 academies in all administration relating to HR administration, 
recruitment, record keeping and documentation; 

 
Take direction from the PA in HGS and VA to assist with the following tasks: 
 
Recruitment 
 

 Assisting schools with permanent and long term temporary recruitment processes 
 Assist PA to ensuring schools follow safer recruitment procedures, including 

reference checking, chasing, etc. 
 Preparation of employee files, adhering to HR specified requirements and 

preparation for safer recruitment audits on a termly basis within each school 
 Support with the drafting/QA all adverts 
 Supporting the PA in the reporting of recruitment data and analysis  
 Updating the HR portal with HR/payroll related information as required 
 Liaise with agencies and external bodies to promote vacancies as requested 
 Support PA in the organisation and facilitation of interview days, including 

supervising administrative tasks, checking and validating ID/documents produced 
 
HR Administration 
 

 Maintain filing of HR information 

 Inputting information onto the HR Portal/Sims 
 Support with the typing of job descriptions, adverts, etc as required 



 

 Support the PA with the preparations for induction materials for new staff and 
training  

 Supporting the PA with HR administration duties including absence, starter, leaver 
monitoring, exit interviews, probationary periods, etc. 

 Assisting the PA with the drafting of HR letters and guidance documents  
 Support PA in preparation of reports, liaising with Academies to collate required 

information. 

 Assist with taking notes in meetings as required. 
 Support with school/HR related projects when required  
 Support in the organisation of HR/staff related events and training 

 
General  
 
 Office administrative duties, such as ordering stationary and answering phones 
 Build and maintaining excellent working relationships with PAs, office managers, 

Headteachers and SLT within schools by keeping in regular contact via e-mail, 
telephone or in person, offering advice, solutions and information 

 Develop excellent working relationships with TSAT central managers, Central HR 
staff and teams  

 

 

 

 



 

 

 

 

 

 

 

 



 


