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Job Description
The school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment
Role: 	Administrator 
Reporting to: 	Head of HR
Summary role:	To provide administrative support for the HR function. Hours of work are Monday to Friday from 8.15 am to 4.15pm with 30 minutes for lunch. 
Key Tasks
1. To administer the staff recruitment process from vacancy creation to induction, ensuring compliance with the safer recruitment policy, including (but not limited to);
· placing online advertisements and liaising with the School’s Marketing Manager for placing adverts on the School’s website and social media.
· organising and holding mandatory inductions for operations and professional services staff and liaising with and providing administrative support to the new teacher induction coordinator, deputy head junior school and Head of prep-prep for teaching inductions. 
· carrying out all relevant safeguarding checks as stipulated by the safer recruitment policy such as DBS, prohibition register checks, references, overseas criminal records checks etc prior to commencement, escalating concerns as they emerge.
· administrate the processes for contractor and volunteer recruitment procedures including all necessary safer recruitment checks and associated appointment and/or renewal paperwork. 
· provide administrative support to the Bursar for governor safer recruitment checks and associated appointment paperwork. 
· ensure the school’s recruitment, selection and disclosure policy is adhered to escalating concerns as they emerge.
· keep an electronic directory of approved job descriptions and person specifications.
· ensure the school’s website and School’s TES page provides accurate information on school vacancies and that relevant documents on the vacancies page are up to date by liaising with the Marketing Manager and Head of HR. 
· produce all relevant paperwork from recruiting and induction for all new appointments.
· maintain good levels of communication with prospective candidates/new employees to ensure timely receipt of relevant documentation and to provide advice as required within agree procedures.
· liaise with recruiting managers to provide regular updates on the progression of staff recruitment through to clearance for starting in role, keeping the Head of HR updated.
· monitor and acknowledge TES job applications including following up missing documents and checking the applications made are complete.
· progress DBS checks including chasing up missing documents, end of month statements and monitoring credit balance on account to make sure there is always enough credit to complete the checks.

2. To support the administration and record keeping of defined safeguarding procedures for staff, volunteers and specified categories of contractors including (but not limited to);
· to keep the Single Central Registers for Exeter School and the Pre Prep up to date and accurate, and ensure all HR files (paper and electronic) are accurate and support the information in the SCR; provide support on SCR/HR matters during any inspection or audits.
· to work collaboratively with the Bursary Office Manager to ensure the school’s safeguarding checks on contractors, visitors and other workers policy and safeguarding training policy are updated when required and complied with.
· administer annual policy declarations to staff and update records accordingly.
· administer annual policy declarations to pupil facing contractors, not recorded on iSAMS, and volunteers on behalf of the Bursary Office Manager.
· arrange for the Deputy Head (Pupil development, welfare and wellbeing) to deliver mandatory safeguarding training for in year new starters.
· to track and administer safer recruiting clearances for casual and cover staff flagging in a timely way any which are near to the “three-month” rule.
· maintain an up-to-date knowledge of the administrative procedures and processes for safeguarding the welfare of children actively promote best practice and ensure all employee records are maintained to demonstrate they have fulfilled the requirements for Keeping Children Safe in Education, to include attending relevant safer recruitment training updates.

3. Staff leave
· to record staff absences (data entry), flagging any queries or anomalies in a timely way to the Head of HR.
· to track sickness certifications liaising with payroll. 
· to track operations and professional services staff annual leave, calculate pro-rata entitlements and issue leave sheets annually.

4. General administration
· administer and record keep HR correspondence relating to the employee lifecycle e.g. offers, contracts, maternity, appraisal, probation, changes, leavers etc. 
· ensuring accurate and timely information exchange with other departments for new starters and leavers (and in some instances changes) such as the Head’s office, Bursary, payroll and IT.
· administer and record keep staff benefits e.g. cash health plan and cycle scheme liaising with payroll
· arrange employee meetings e.g. exit interviews, flexible working requests.
· production of management reports as required.
· manage the HR inbox by responding to generic process queries.
· input HR related data as required. 
· take minutes in meetings as required.
· Provide back up cover for the Bursary reception, on occasion. 

Safeguarding
This role will require some limited interaction with pupils which equates to regulated activity with children. The post holder must at all times act with due regard to the school’s child protection and safeguarding policies and procedures and the school’s code of conduct. 

The following duties will be deemed to be included in the duties which you may be required to perform:
· child protection
· promoting and safeguarding the welfare of children and young persons for whom you are responsible and with whom you come into contact.

General responsibilities: 
· To ensure all duties are carried out in accordance with health and safety regulations 
· To undertake any training and development for the better fulfilment of the post  
· To undertake any ad hoc duties or projects as requested 
· To undertake any other duties and responsibilities as determined by the Bursar

This job description contains an outline of the typical functions of the job and is not an exhaustive or comprehensive list of all responsibilities tasks and duties.  The jobholder’s actual responsibilities, tasks and duties might differ from those outlined in the job description and other duties commensurate with this level of responsibility may be either permanently or temporarily assigned as part of the job.  

Person specification
	
	Essential 
	Desirable
	Evidence/ 
Assessed By

	Qualifications & training 
	Good level of general education with GCSE grade C
equivalent or above in English and mathematics
	
	Qualifications, interview and references 

	Experience 
	Previously worked in a complex administrative environment dealing with confidential and discrete matters.

Experience of delivering excellent internal and external customer service and
demonstrating a “can do” attitude.
	Administrative experience within an HR function
	Qualifications, interview and references 

	Professional Values 
	Able to develop good professional relationships.

Possess excellent interpersonal and communication skills, both orally and in writing. 
	
	Interview and references 


	Knowledge and understanding 
	Knowledge of databases for record keeping.
	Working knowledge of HR databases.
	Interview and references 

	Skills 
	Proven administration and organisational skills.

Strong IT skills including Outlook, Teams, Word and Excel.

Experience of working to tight deadlines in a busy organisation.

The ability to prioritise work.
	Minute or note taking.

	
Qualifications, Interview and references 


	Personal characteristics 
	Has a sense of humour and the ability to remain calm under pressure.  

	
	Interview and references 
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