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Human Resources (HR) & Payroll Administrator

Person Specification


	Competence

	Essential
	Desirable

	Qualifications

	
	

	Minimum 5 GCSEs, grade C or 4, must include Maths and English.

	X
	

	CIPD Level 3 

	
	X

	Skills & Experience

	
	

	Highly numerate and able to apply mathematical principles.

	X
	

	Experience and proficiency in the use of databases.

	
	X

	Experience and knowledge of the MS Office suite of products.

	X
	

	Previous/current experience of payroll processes.

	
	X

	Previous/current HR experience.

	
	X

	Previous/current experience of working within an administration role.

	X
	

	An ability to see ways that processes can be improved through the use of technology.
	
	X

	Personal Qualities

	
	

	Strong attention to detail.

	X
	

	Ability to work with flexibility and adaptability to meet deadlines, at times under pressure.
	X
	

	Ability to work effectively both within a team and under own initiative.

	X
	

	Ability to communicate effectively with differing audiences.

	X
	

	Takes pride in work, maintains a positive outlook and looks for solutions to issues.
	X
	

	Strong organisation, administrative and time-management skills.

	X
	

	Demonstrates working with respect and understands the importance of confidentiality at all times.
	X
	

	[bookmark: _GoBack]Able to demonstrate suitable characteristics necessary when working with children and within a School environment. 
	X
	




image1.jpeg
aa School
Founded 1595

N&/ Wellingborough




