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Job Description and Person Specification

HR Officer

Job details 
	Scale

	SO2

	Salary

	

	Hours

	35 Hours

	Contract type

	Permanent

	Work Pattern
	Monday to Friday 8am – 4pm Term Time + 2 weeks

	Reporting to

	School Business Manager

	Responsible for

	No direct Line Management responsibility



Langdon Park is committed to creating a diverse workforce. We will consider all qualified applicants for employment without regard to sex, race, religion, belief, sexual orientation, gender reassignment, pregnancy, maternity, age, disability, marriage or civil partnership.

Job Description
Main purpose 
The HR Officer will be responsible for delivering and coordinating HR services across the school, ensuring efficient operations and compliance with policies and procedures. They will provide first-line HR advice and guidance to staff and leaders, while supporting effective people management and development. They will also be overseeing recruitment, induction, probation and performance management processes, monitoring sickness absence and maintaining accurate HR records, including the Single Central Record, to ensure staff are supported and workplace standards are met.

Duties and responsibilities 
Recruitment and Induction
· Co-ordinate the advertisement of vacancies to internal and external candidates, including working with external partners.
· Develop job descriptions, person specifications, job advertisements, and candidate information packs in liaison with hiring managers.
· Oversee the recruitment process, ensuring all stakeholders are informed of timeframes and receive the required documentation at each stage.
· Prepare interview materials, including questions, tasks, and scoring sheets.
· Ensure compliance with safer recruitment procedures.
· Support staff induction processes to ensure effective integration of new employees.
· Undertake any other recruitment-related duties as required by the school.

Safeguarding and Record Keeping
· Monitor and maintain entries in the Single Central Record (SCR), ensuring compliance with statutory safeguarding and local requirements.
· Oversee and review the school’s DBS checking process to ensure efficiency and compliance.
· Maintain accurate and secure records in line with the school’s record retention schedule and data protection legislation.
· Maintain personnel files, databases, attendance and leave records, and related documentation.
· Ensure all HR data is managed securely, confidentially, and in line with GDPR.
· Undertake any other safeguarding or record-keeping duties relevant to the school.

HR Management and Administration
· Administer HR-related documentation such as contracts, offer letters, amendments, and leavers’ paperwork.
· Manage personnel case files, attendance reviews, probation monitoring, and occupational health referrals.
· Support and co-ordinate HR review meetings with senior leaders and external HR providers.
· Under the guidance from external HR provider to the school provide first-line advice to managers on employee relations matters, HR policies, and employment legislation.
· Support investigations, disciplinary, grievance, capability, and performance management casework, including minute-taking and document preparation.
· Maintain accurate records of staff awards, training, appraisal information, and contractual changes in HR systems (SIMS, SAM People, or equivalent).
· Collate and check payroll information, including new starters, leavers, overtime, absence, special leave, and salary amendments.
· Maintain HR trackers and reporting tools, producing workforce data reports and first-level analysis to identify trends or issues.

Sickness Absence Management
· Provide guidance to managers on their responsibilities for managing sickness absence – seek guidance if required through the external HR provider.
· Develop and manage effective absence management processes, supporting staff and reducing the risk of long-term absence.
· Monitor, record, and report all staff absence, ensuring timely processing of reminders, review letters, and follow-up actions.
· Support casework administration for sickness absence, including organising review meetings, appeals, and template correspondence in collaboration with SLT and external HR provider.
· Collaborate with school staff to ensure absence data is accurately recorded and tracked.
· Process Occupational Health referrals and provide feedback to leadership.

Performance Management, Staff Training, Pay and Conditions
· Co-ordinate the school’s professional development programme, ensuring staff training needs are prioritised, addressed, and recorded.
· Support senior leaders in developing and maintaining appropriate benefits and reward packages.
· Update staffing information to support payroll operations and ensure accurate reporting.
· Assist with performance management processes, appraisal tracking, and professional development plans.
· Undertake any other duties related to staff development, pay, or conditions as required by the school.

Staff Engagement and Wellbeing
· Act as a point of contact for staff queries regarding HR policies and procedures.
· Maintain professional relationships with unions and staff associations, supporting the school’s approach and responsibilities.
· Support senior leaders in consulting with staff on job satisfaction, wellbeing, and engagement, advising on improvements where appropriate.

Other Duties
· Support the School Business Manager and Executive Headteacher with ad hoc HR projects or initiatives.
· Maintain professional development to stay up to date with HR legislation, safeguarding, and best practice.
· Achieve and maintain Safer Recruitment training accreditation.
· Uphold the school’s policies, procedures, and staff code of conduct at all times.

Safeguarding
The HR Officer is required to safeguard and promote the welfare of children and young people in line with school policies and statutory guidance.

Note: This list of duties illustrates the general nature and level of responsibility of the role. It is not exhaustive, and the postholder may be required to undertake other duties appropriate to the role as directed by the School Business Manager.
























Person specification

	
	Essential
	Desirable

	Qualifications
	
	

	A-C pass grade in GCSE English and Maths.
A relevant HR qualification
	E
	
D

	Experience (minimum of 3 years)
	
	

	Experience of working in an administrative capacity. (Candidates who have experience in an educational context will be at an advantage). 
	E
	

	Experience of using and maintaining administrative systems (both computer and paper based).

	E
	

	Experience of using and maintaining the school’s management information system, (preferably SIMS).
First Aid training (or willing to become first aid trained)
Experience working in HR
	

E
E
	D


	Knowledge and understanding
	
	

	Understanding of and commitment to equal opportunity issues within the workplace.
	E
	

	To have an understanding of and commitment to the schools vision and policies.
Understanding the school’s vetting processes
Understanding of school’s health policies
	

E
E
	D

	Good knowledge of effective IT admin systems.
	E
	

	A broad understanding of English education system, including current priorities.
	
	D

	Skills and abilities

	
	

	Ability to be take initiative, to prioritise and work under pressure and to meet deadlines.
	E
	

	Ability to work as part of a team.
	E
	

	Ability to be organised and systematic in approach.
	
	

	Ability to communicate effectively, both verbally and in writing.

	E
	

	Ability to speak other languages for example Bengali.
	
	D

	Ability to maintain strict confidentiality in all matters.
	E
	

	Demonstrate a willingness to attend professional development training.
	E
	

	Demonstrate an enthusiasm and willingness to engage in school 
activities and events.
	E
	





Notes:
This job description may be amended at any time in consultation with the postholder. 

Last review date: 2nd October 2025
Next review date: 2nd October 2027

Headteacher/line manager’s signature:	_______________________________________
Date: 						_______________________________________	

Postholder’s signature:			_______________________________________
Date: 						_______________________________________
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