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Job Description: 	Support Staff
Job Title:	HR Administrator	
Salary Scale:	CVCC Grade C 
Hours of Work:	23 hours per week x 40 weeks 
	Hours to be worked over 3, 4 or 5 days per week to be agreed at interview.
	
Job Purpose
Under the direction of HR Manager undertake a range HR responsibilities ensuring that all work is carried out accurately and in accordance with the college polices and HR legal frameworks.

Specific Responsibilities

HR
· Daily Management of hrhelpdesk, responding to queries as appropriate
· Manage recruitment administration via Every HR recruitment software
· Draft adverts, JD’s as appropriate and advertise as directed on a variety of platforms
· Organise interview days, reference requests etc
· In conjunction with HR Manager participate in interview days to ensure smooth operation
· Monitor DocuSign system and deal with documents as appropriate
· Input of information and documents into Every HR system
· Creation of contracts & statement of particulars using standard templates and information provided
· Assist with recruitment process as required
· Other HR administration as directed by the HR Manager


Payroll
· Responsible for compiling the monthly payroll, ensuring effective and efficient workflow and approval from start to finish.  
· Processing of starters and leavers, maintaining personal data, ensuring accurate statutory absence payments.
· Processing and reviewing timesheets, overtime claims and expense claims and ensuring claims are appropriate, in line with policy and are approved.   
· Ensuring all payroll reports are generated and filed electronically in PDF & Excel format, as required, on school systems and are appropriately authorised for payment.
· Ensuring all information exchange with pension providers and HMRC is completed accurately and in a timely manner. 

General Duties
· [bookmark: _Hlk90647876]You will be required to undertake a minimum of one fortnightly supervision duty during the students’ lunchtime break.
· You may also be required to undertake any administrative task as directed by the College Manager or additional member of SLT. At times this may sit within another Administrator’s role. This is to ensure the smooth running of the College at all times. 

Line Manager – 
Finance Manager

Person specification: 
	Attribute
	Essential
	Desirable
	Method of Assessment

	Experience 
	· Experience of working in a fast-paced office environment
	· Experience of working within a school environment
· Experience of general HR/personnel administration
· Experience of payroll administration
	· Application form
· Interview

	Practical Skills
	· Ability to time-manage and prioritise
·  Multi-task
· Work to deadlines
· Organised

	
	· Application form
· Interview

	Communication
	· Excellent communication skills
· Confidentiality

	
	· Application form
· Interview

	Personal Qualities
	· Good interpersonal skills
· Accurate
· Ability to handle large workloads and prioritise
· Work under pressure
· Flexible

	
	· Application form
· Interview

	Technology / IT Skills
	· Good working knowledge of Microsoft Office
	· Knowledge of SIMS
· Experience of Excel
	· Application form
· Training

	Education and Training
	· GCSE level 4 or equivalent in Maths and English

	

	· Application form
· Interview

	Equal Opportunities
	· CVCC and its staff have a statutory obligation to implement anti-discriminatory and equal opportunities practices when carrying out their duties
	
	· Application form
· Interview
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