Job Description
	Post:
	HR Administrator 

	Accountable to: 
	HR Officer

	Line Management of: 
	N/A

	Overall purpose of job: 
	The HR Administrator will support the HR team in providing an efficient and streamlined service to the business with regard to all HR-related administrative tasks. This role has a wide remit, which includes input to all HR admin and is an important support role in the smooth running of the department. 


	Grade:
	Stratford School Academy Scale Point 10

	Hours of work:
	36 hours per week, 39 term-time weeks PLUS 3 additional weeks during school holiday periods to meet the needs of the service.
General working hours: 
Mon-Fri: 8am-4pm, with a 45 min unpaid lunch break (on one day each week- earlier finish of 3.45pm).




Key Responsibilities: 
Provide administrative support (including, but not limited to; processing paperwork, filing, taking notes at meetings and typing these up, data-entry on the Staff Information System (Arbor), Single Central Record (SCR) and monthly Payroll Instruction Spreadsheets, preparing and issuing contracts, dealing with daily emails regarding staff absences and daily agency placements, gathering information and producing reports etc).
HR Administrative tasks 
· Ensure that the Single Central Record (SCR) for all staff, agency workers, contractors, governors, PGCE students and others are always up to date, including entering details of people as they join, making changes to their records as they arise, including updating their Safeguarding and Prevent training records, and taking leavers off.
· Maintain an up-to-date Staff List of all directly employed and regular Agency Workers
· Check own and generic HR emails regularly and log any leave of absence request submitted in advance in Arbor (Staff Information System) on daily basis and ensure any incorrectly completed forms are corrected.
· To advise the Safeguarding Administrator and Media & Comms Lead of all new starters, maternity returners, including long-term agency workers, so that they can be sent links to the mandatory safeguarding training to complete, before they are given access to Arbor; where Safeguarding training has not been completed, to follow up with the individual.
· Email the premises and IT teams to arrange for lunch pin, ID card, fob/keys for any new starters.
· To add new members of staff whether agency or non-agency on Arbor so that their network logins and work email can be automatically created ahead of their start date and ready to use wherever possible.
· Add and remove staff members in Arbor including updating any role changes and changes of Personal details eg change in address or contact details and upload copies of signed contracts and Job Descriptions; ensure that Premises, Media & Comms and Safeguarding are also notified of any leavers, joiners or returners.
· Access the Inventry System (signing-in-and-out system) and produce reports where requested.
· Raise Purchase Orders on the SAGE system, for authorisation by Senior Staff for a range of services and items, as requested.
· Create Personnel and Performance Management files for new members of staff.
· Ensure Personnel filing is up to date.
· Prepare leaver files for despatch to off-site storage facility for archiving (usually annually)
· Assist with the annual Workforce Census and Audit preparations and submissions.
Sickness: 
· Sickness list- look at the Staff Absence Email inbox and list emailed by the cover coordinator every morning to send out Return to work (RTW) and self-certification forms to absentees and their line managers to alert them to their team member’s absence and the follow up process; where these forms are not returned follow up with individuals and their respective line manager.
· Upload RTW forms in Arbor and add information from self-certification in the Arbor record to ensure that relevant forms have been completed.
· Referring to daily absence list, go into the Arbor records for absentee staff and manually add the number of missed working days.
· Keep a track on sickness record and alert Senior Leadership Team (SLT) and/or Departmental Line managers of any concerns.
· To run individual or other absence reports via Arbor as required.
CPD (Continuous Personal Development) Support and Administration

· Liaise with the CPD Coordinator on the authorisation of course bookings; ensure all authorised courses are booked and staff are advised of details.
· Liaise with external training providers re provision of courses and raise purchase order requisitions on SAGE for authorisation by CPD Coordinator, and where appropriate, secure company details of new companies/suppliers to pass onto the Finance Department.
· Liaise with the Finance Department over the payment of training and other related invoices.
· Record all information relating to staff training on Arbor and the Access Database.
· Provide reports on training attended to the Academy CPD Lead and provide reports to the Designated Safeguarding Lead (DSL) of all other Safeguarding, Prevent and DSL training undertaken, for inclusion in the termly Headteacher Reports.

Performance Management (PM)
· Collect and collate performance management paperwork for teaching and support staff, following up with the relevant managers where necessary. 
· Record details of PMs undertaken and provide up-to-date information on the status of PM cycle.
· Forward paperwork and pro-formas to staff where required.



Assistance with Recruitment and selection
· To liaise, where requested, with various agencies to publicise short term or temporary vacancies and provide them with the relevant information eg- Job description, Person Specification, salary and working hours to attract the right candidates.
· To arrange interviews or trial days by liaising with agencies, the candidate and the relevant department, where requested.
· Ensure agencies provide vetting sheets for any candidate who come in for a trial or interview and add details in the Single Central Record where appropriate.
· To download and forward any application forms or CVs received and to forward these to shortlisting managers, where requested.
· Assist with pre-employment checks, in line with the safer recruitment checks set out in Keeping Children Safe in Education eg DBS check, Health check, right to work, Social Media checks and sending off reference requests.
· Assist with meeting and greeting candidates, checking their personal documents, and supervising or moving candidates between selection activities on the day, where required.
Key Organisational Objectives 

The Post holder will contribute to the Academy’s objectives in service delivery by: 
· Following Health and Safety requirements and initiatives as directed.
· Ensuring compliance with Data Protection legislation.
· The Academy is committed to safeguarding and promoting the welfare of children and young people and we expect all staff to share this commitment. 
· At all times operating within the school’s Equalities policies. 
· Commitment and contribution to improving standards for pupils as appropriate.
· Adopting customer care and quality initiatives.
· Contributing to the maintenance of a caring and stimulating environment for young people.
· To perform any other reasonable duties within the scope of the post as directed by Line Managers
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