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Staff Operations Assistant

Job description

Grade:
Scale 4 / 5, dependent on experience
Responsible to:
PA to Headteacher
Hours:
35 hours per week, term time only.  Hours negotiable.  


(with possible flexibility to also work for up to one week during the school summer holiday)
Salary:
Scale 4:  approx £16,900 to £18,650 (£19,917 – £21,984 full time equivalent)


Scale 5:  approx £19,350 to £21,070 (£22,506 – £24,510 full time equivalent)

It is intended that the job description be reviewed annually, as appropriate.

Purpose of the job

As part of the staffing management team and working closely with the Staff Operations Officer, to carry out administrative services in relation to staff recruitment, payroll and human resources issues ensuring that these support services for the school are efficient, effective and meet deadlines.

Main activities

· Assist with the provision of a recruitment and selection service from advertisement to induction stage ensuring effective administrative support and good communication between all parties concerned

· Support day to day management of systems relating to all aspects of staff employment including references, Single Central Record, DBS checks, safeguarding requirements, etc
· In conjunction with our external payroll provider, assist with the monthly payrolls for both teaching and support staff encompassing new starters, leavers, maternity/paternity and contractual changes, etc

· Administration of all statutory safeguarding record keeping in relation to all school staff

· Liaison with school’s HR provider

· Attend and take minutes of relevant staff employment-related meetings

· Enter and retrieve data from the school’s staff records systems, as appropriate, whilst ensuring data protection procedures are followed

· Carry out administration related to duties as outlined above

· Maintain the filing system ensuring security of those items of a confidential nature

· Working knowledge of Microsoft packages including Excel

· Carry out photocopying

· Ensure compliance with all statutory and school policies

· Any other reasonable activities as directed by line manager or Headteacher

Post-holders are not expected to perform maintenance tasks beyond their own capabilities without training and should be aware of Health and Safety considerations at all times.
Person Specification

Experience and qualifications:

· Previous knowledge of payroll and HR systems

D

· Working knowledge of shorthand/speedwriting for minute taking
D

· Commitment to attending training courses relevant to the post (where appropriate)
E

· Evidence of expertise and success in the areas described in the job description
E
· Ability to use Microsoft packages


E

· Demonstrates a sound understanding of the knowledge required to carry out the duties described in the job description


E

Personal qualities:
· Hardworking
E

· Good sense of humour
E

· Good self-management skills, including the ability to plan one’s time effectively
E

· Able to work as part of a team
E

· Enjoys working in new and challenging situations

E

· A high level of personal integrity and probity

E

· Good interpersonal and communication skills

E

· Proactive and able to work independently

E

E - Essential

D - Desirable
The Selection Panel will be looking for evidence in your application form and supporting letter of your strengths and abilities in relation to the criteria set out in this person specification.

