Job Description
POST TITLE: HR Assistant
HOURS OF WORK: 37 Hours plus 5 days
SALARY: Band 7 (point 11 to 17)
POST STATUS: Permanent
DISCLOSURE LEVEL: Enhanced
RESPONSIBLE TO: Personal Assistant to Principal

PURPOSE OF ROLE
To work in the Oulton Academy team, providing consistent, effective and high levels of administration and associated services, on time and to the required specification. The Team Member will keep up to date with HR legislation and provide whole school support.

DUTIES 
1. To work to agreed HR standards to ensure consistent delivery of HR services.
2. Liaise with CAT Central HR Team on HR functions.
3. To undertake the administration of all HR functions to provide the best HR service possible.
4. 	To manage and maintain manual and computerised records/management information systems.
5. 	To support the administration of staff development and performance management programmes, for example, reviews, training, induction, absence management. 
6.	Maintain staff personnel files, ensuring they are accurate and up to-date at all times.
7.	To analyse and evaluate data/information and produce reports/information/data as required.
9.	Assist with staff welfare duties, liaising with managers as appropriate.
10.	To support the administration of Payroll systems.
11. Attend and participate in relevant meetings as required.
12. Operate relevant equipment/ICT packages - word, excel, databases, spreadsheets, Internet.
13. Taking minutes in HR meetings.
14. Provide general advice and guidance to staff and others.
15. Answering general telephone, email and face to face enquiries.
16. Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.

Personal & Professional Skills
1. Take personal responsibility for making things happen
2. Find practical ways to overcome barriers
3. Develop an atmosphere of professionalism and mutual support
4. Model your Behaviour to show respect, helpfulness and co-operation to others
5. Consider the impact of your own actions on others
6. Constantly seek to improve performance
7. Display a curiosity to learn and try out new things
8. Inspire others, championing work to achieve common goals
9. Recognise when there are conflicts, acknowledge the feelings and views of all parties and redirect people's energy towards a common goal
10. Always show respect for the views and actions of others
11. Ensure you work towards win-win solutions
12. Show empathy with others' needs, feelings and motivations and take an active interest in their concerns

Communication
1. Present information clearly, concisely, accurately and in ways that promotes understanding
2. Use communication styles that are appropriate to different people and situations
3. Keep people informed of plans and developments.
4. To communicate policies and procedures linked to aims and vision of CAT.
5. Refer any complaints/concerns to Personal Assistant to Principal.


