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Payroll and Human Resources Officer
King David Campus- Person Specification

The Governors of King David High School wish to appoint a person with the skills to consolidate and build upon the successes of the current King David Schools and to work as part of the finance team as the schools and community move into thier next stage of development.
D – Desirable 
E – Essential
	Personal attributes/skills
	 

	
	
	

	Ethos
	 

	1
	Support for the Jewish faith based ethos of King David High School
	E

	2
	A commitment to work and liaise with members of the Jewish community
	E

	3
	A commitment to work and liaise with members of the Campus community
	E

	
	
	

	Qualifications / Training
	 

	4
	GCSE A*-C (or equivalent) in English & Maths
	E

	5
	A high level of computer literacy
	E

	6
	Evidence of recent relevant CPD
	D

	7
	CIPD level 3 qualification or equivalent, or willingness to work towards
	E

	
	
	

	Experience
	 

	8
	Experience of payroll processing
	D

	9
	Knowledge and experience of HR processes and procedures and employment law
	D

	10
	Experience of using SIMS.net
	D

	
	
	

	Knowledge and Skills
	 

	11
	Ability to adapt and develop in a changing environment
	E

	12
	Excellent interpersonal skills and a professional manner
	E

	13
	The ability to demonstrate accuracy and attention to detail 
	E

	14
	An innovative approach to development of new processes
	E

	15
	The ability to maintain and improve high standards 
	E

	16
	A commitment to the principles and values of an inclusive campus community
	E

	17
	A commitment to safeguarding and the pastoral care of students
	E

	18
	A commitment to personal professional development
	E

	19
	Excellent organisational skills
	E

	20
	Excellent analytical and problem solving skills
	E
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