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HR Assistant  

	Job Description



	The Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.



	Summary of the role

	Job Title:
HR Assistant  
Department:
Human Resources  

Location:


Glebe Road, Bedford

Job Purpose:

To deliver a proactive and flexible HR 


administration service by providing first-line 

HR guidance and support to all colleagues, 


driving best practices, and ensuring 


compliance with all Trust and School 


procedures, policies and employment 


legislation.
Reporting Line:
HR Manager
Hours:
37 hours per week, Monday to Friday. The post-holder will be required to work as necessary to complete the job (subject to the Working Time Regulations 1998).  

	
	

	
Main duties and responsibilities
	You are expected to act in accordance with the aims, policies, and administrative procedures of the School. 

Specific Duties and Responsibilities 

The main duties and responsibilities of the HR Assistant are as follows (this list is not exhaustive):

· Day-to-day responsibility for administering the HR and Recruitment Email inbox.
· Support the Senior HR Administrator with the recruitment process including the advertising of posts, following up enquiries, organising interviews, creating shortlisting proforma, preparing interview packs for panel and supporting recruitment activities on the day of the interview.

· Assist in the preparation of offer letters, contracts and pre-employment documentation for successful candidates and safer recruitment risk assessments where appropriate.
· Preparation of induction documentation for new staff. 

· Assist with training administration and records, including setting new joiners up on the school’s on-line training portal. 

· Arrange safeguarding training for new joiners and keep accurate records of safeguarding training for all employees. 
· Input information on the school’s HRIS (iTrent), update records and assist in the use and development of the system to its best advantage.
· Provide general HR administrative support to the department. 
· Support the Senior HR Administrator to ensure payroll updates are input on the HRIS each month, in a timely manner. 
· Input sickness absence data onto the HRIS and highlight any potential concerns to the HR Manager. 
· Run reports from the HRIS and assist with the preparation of management information as required. 
· Set up employee, contractor and volunteer files and ensure that all digital and paper files are kept up-to-date.

· Undertake photocopying, scanning, filing, admin duties etc, as required.
· Ensure that all HR work is supported with appropriate audit trails and maintained to the highest standard, supported by clear, organised and accurate filing systems. 
· Update and maintain the school’s single central register (SCR) (in conjunction with the Senior HR Administrator and HR Manager) in line with statutory guidance and requirements, ensuring it is inspection ready at all times

· Together with Senior HR Administrator ensure that the process for staff leavers’ is followed. To include arrangement of xxit interviews and  collection of School property. 
· Deal with general HR queries, providing accurate advice and highlighting any concerns to the HR Manager.
· Assist in the provision of a pro-active and professional HR service (both internally and externally).
Undertake other duties as may be reasonably requested by the Senior HR Administrator, HR Manager or HR Business Partner or other senior members of the School.


You may also be required to undertake such other comparable duties as the Trust requires from time to time. 

	Person Specification – HR Assistant 

	The Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.



	
	Essential

These are qualities without which the Applicant could not be appointed
	Desirable

These are extra qualities which can be used to choose between applicants who meet all of the essential criteria
	Method of 
assessment

	
Qualifications
	Good standard of education.

	CIPD qualified (level 3) or a desire to work towards/ or relevant experience.


	Certificates

	
Experience
	Experience in an administration position.

Experienced and confident working with systems and within defined processes.
Experience of undertaking effective administrative support.

	Experience of working in a school or educational environment.
Experience of working in an HR administration role.

	Application form and references

	Skills and Knowledge
	Strong communication skills (verbal and written).
Excellent interpersonal skills; able to communicate effectively with people on all different levels.
Competent ICT skills (including MS Word, Excel, and Outlook).
Strong organisational skills – able to process and organise large amounts of information.

	Knowledge of safer recruitment procedures.
Experience of using iTrent/HR information systems.

Sound knowledge of current employment law and good HR practice.


	Application form, references and interview


	Personal competencies and qualities
	Professional and confident with the ability to form effective relationships with people at all levels.

Desire to make things better and understanding the importance of constant process improvements.

Proactive team member who is supportive and willing to help team colleagues if required.
Diplomatic and able to handle confidential matters in a sensitive manner.

Pro-active and able to assimilate information quickly.

Ability to meet deadlines and work within agreed schedules.

Self-motivated, with the ability to use initiative and pro-actively try to resolve problems.
Positive, customer focussed approach. 

Strong attention to detail and accuracy.


	
	Interview and references
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