Person Specification – HR Administrator

	Criteria
	Essential
	Desirable

	Qualifications
	Good standard of general education (GCSEs including English & Maths or equivalent).
	HR-related qualification (e.g CIPD Level 3 or working towards).
Training in safer recruitment or school HR processes.

	Experience
	Strong administrative experience in a busy environment.
Experience handling confidential information.
Experience maintaining accurate records and data entry.
Experience dealing with internal and external stakeholders.
	Experience working in a school or educational setting.
Experience using HR systems (e.g Arbor, Inventry).
Experience supporting recruitment and onboarding processes.


	Knowledge
	Understanding of basic HR processes and administrative functions.
Awareness of Data Protection (GDPR) and confidentiality requirements.
Strong understanding of safeguarding responsibilities in schools.
	Knowledge of Safer Recruitment requirements in education (KCSIE).
Understanding of Single Central Record requirements and pre-employment checks.

	Skills & Abilities
	Excellent organisational and time-management skills.
High attention to detail and accuracy.
Confident user of Microsoft Office (Word, Excel, Outlook).
Ability to multitask and work under pressure.
Strong written and verbal communication skills.
Ability to build positive working relationships.
Ability to follow procedures and meet deadlines consistently.
	Ability to generate reports.
Ability to take and produce accurate notes.


	Personal Attributes
	Professional, discreet and trustworthy.
Proactive, flexible and adaptable.
Commitment to safeguarding and promoting welfare of children.
Positive, customer-focused attitude.
Commitment to equality, diversity and inclusion.
Willingness to learn and develop professionally.
	Interest in HR.

	Other Requirements
	Willingness to work additional weeks during school holidays.
Ability to prioritise workload independently.
	First Aid training (or willingness to undertake).



