MULBERRY SCHOOLS TRUST

MULBERRY ACADEMY SHOREDITCH

	JOB DESCRIPTION

	Post Title: HR Administrator
	TTO/AYR:


Full/Part Time:
	Term Time plus 3 weeks per annum

Full Time

	Grade: Scale 4 
	Working hours & Working pattern

FTE:
	35 hours, Monday to Friday

1.0

	Department : Human Resources (Support Staff)
	Date:


	March 2023
       

	Responsible to:      
	Trust HR Business Partner

	Accountable to:     
	



	Director of HR



MAIN PURPOSE OF THE JOB

To support the HR Department in providing a comprehensive Human Resources Service to the Academy 

This will include:

· Updating and maintaining accurate HR records (including the Single Central Record and Absence monitoring database) providing statistical information as required.

· Administration of the recruitment process and provision of other general HR administrative support.

· Providing administrative support in relation to a variety of other HR processes, including staff capability, performance, grievance and disciplinary matters.

· Provide supporting advice to managers on first line HR queries (e.g. recruitment, maternity leave, and special leave), referring less straightforward matters to the HR Advisor and/or Trust HR Business Partner.

· Provide administrative support and service to the Executive Assistant to the Executive Principal.


DUTIES & RESPONSIBILITIES

Main duties and responsibilities are listed below. Other duties of an appropriate level and nature will also be required.

1. Maintaining accurate HR records & monitoring statistics/reporting
· Deal with DBS checks for all staff and anyone else connected with the school 
· Undertake barred list checks as required.
· Pay special attention to legally required checks such as DBS and identity checks making sure they are completed promptly and recorded properly.
· Ensure that staff records are maintained in a confidential and accessible manner i.e. personal files, Single Central Record, and Sickness records.
· Update CMIS or similar database information.
· Collate information for the Schools’ Workforce Census.
· Ensure all contractual documents are kept up to date.
· Provide staffing statistics and information as directed, using a variety of ICT applications such as Word, Excel, Outlook, PowerPoint, CMIS or similar database.
· Undertake filing, including personnel records. Maintain an effective archive of ex- staff records. 

2. Assisting HR Team with the recruitment process
· Support the HR Team to ensure the whole recruitment function operates efficiently and complies with the Academy’s needs, including the setting up and reviewing of recruitment/selection systems.
· Take up and record pre-employment clearances e.g. references, work permits, DBS clearances, Barred list checks, qualification checks and medical clearances etc. 
· Provide administration support at all stages of the recruitment process e.g. drafting and updating job descriptions and person specifications, drafting and placing adverts, putting together shortlisting and interview packs, arranging interviews, drafting letters and contracts (using templates supplied) and providing advice on straightforward recruitment/selection queries. 
· Liaise with payroll regarding starters, leavers and changes to contractual terms affecting pay. 
· Liaise with the Executive Principal, the Executive Assistant to the Executive Principal and other members of the senior leadership team to respond to requests for references and other administrative tasks.
· Undertake safeguarding checks on agency staff as required.  
· Administer the Leaver process and Exit Interview paperwork as required.
 
3. Provide support regarding Performance Management/Appraisal and other staff development programmes. 
· Administration of the staff performance management/appraisal process
· Set up and maintain systems for recording and reporting on performance management of staff.
· Support managers to identify gaps in CPD and provide support regarding the rolling out of staff development programmes.

4. Co-ordination of the Induction Process
· Act as the first point of contact for all staff who are new into the organisation and require advice and basic organisational guidance with the processes outlined in the staff handbook.
· Manage the issuing of the staff handbook.


5. Co-ordination of Teachers visiting the Academy (Professional Learning)
· Tracking visiting teachers who come to the Academy so that HR have a record of where they came from, who they are, where in the Academy they work and when they were DBS/Barred checked.
· Reporting on visiting teacher’s metrics as and when needed by the leadership teams.
· Meeting and greeting visitors to induct them as and when required.

6. Managing staff sickness
· Support the HR Team in the development and maintenance of systems to ensure all staff sickness is accurately recorded and reported.
· Co-ordinate sickness absence information and ensure payroll is informed.   
· Update and maintain sickness absence database.
· Submit monthly absence returns to payroll.
· Reconcile records with SIMS or similar databases.
· Assist with Occupational Health referrals for staff.
· Arrange sickness absence review meetings, draft letters, and correlate information.
· Take notes of meetings.

7. Payroll
· [bookmark: _GoBack]Process Monthly claim forms and New Starter, Leaver and Change instructions in a timely manner
· Ensure that any monthly payroll correspondence letters are issued to the relevant staff member in a timely manner.

8.  Support the Executive Assistant to the Executive Principal 
· To provide general administrative support and service to the Executive Assistant to the Executive Principal.
· To provide agreed administrative and other support for other Senior Leaders. 

9. General
· Provide general administrative support to the HR function, including drafting letters and template packs/documents, creating spreadsheets and power point presentations, taking notes and minutes of meetings, and arranging meetings.
· Undertake research as directed by the HR Team.
· Attend team and staff meetings and INSET days as required.
· Undertake appropriate continuing professional development; and identify areas for own professional development.
· Ensure all duties and responsibilities are discharged in accordance with the Academy’s Health & Safety at Work Policy.
· Comply with the Academy’s Equal Opportunities, Safeguarding, Confidentiality, Security and other policies, assisting with their development and promotion within the Academy, reporting all concerns to an appropriate person.

This job description is not prescriptive in that the needs of the Academy may change and this could necessitate revision in the future and amendment at any time, after consultation.


_______________________________________________________________________

EQUALITIES STATEMENT

Adhere to the Academy’s Equalities Policies and ensure anti-discriminatory practice at all times.

SAFEGUARDING 

To have due regard for safeguarding and promoting the welfare of children and young people and to follow the child protection procedures adopted by the Academy and the local authority. 

COMMENSURATE STATEMENT

Undertake any other reasonable duties and responsibilities that may arise from time to time, commensurate with the scope and grade of the post.
_______________________________________________________________________





Signed __________________________________________	Date _____________
				Postholder
	




Signed __________________________________________	Date _____________
SLT Responsible Officer/Principal




	Person Specification for the post of  
HR Administrator

	Knowledge


	· Knowledge and understanding of office administration systems and processes (e.g. electronic and paper-based filing systems)


	Qualifications
& Experience
	· Previous HR administration experience (including recruitment) 
· Educated to A-Level or equivalent level
· Excellent ICT skills, including proficiency in Microsoft Word, Excel, Outlook, Database Entry & Retrieval and PowerPoint.


	Leadership
and
Management
Framework
	Achieving Results

· Ability to develop and maintain effective and accurate systems/records
· Ability to work independently and take initiative when appropriate
· Sound time management skills, including ability to determine priorities and deal with conflicting deadlines
· Detail conscious with ability to produce accurate and efficient work
· Ability to work under pressure in the academy environment
· Ability to maintain strict confidentiality
· Resourcefulness, enthusiasm, patience and a personable manner
· Understanding of safeguarding within a school environment


	
	Engaging With Others

· A cooperative, flexible and adaptable approach; an excellent team-worker
· Excellent verbal and written communication skills
· Emotional intelligence/ability to respond sensitively to a range of given situations
· Keenness to learn, and to take responsibility for own continuing professional development  
· Resilience to encourage and influence students as appropriate.


	
	Valuing Diversity

· Experience or empathy with working within a multicultural environment and awareness of the broader HR issues.


	
	Learning Effectively

· Demonstrable commitment to own continuing professional development, including willingness to undertake further training as required.
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