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HUMAN RESOURCES ADMINISTRATOR
JOB DESCRIPTION
Primary Objective of Role
The HR Administrator will be responsible for supporting the Primary and Secondary schools and the Doha College Academies.  The post holder will provide a responsive and high-quality HR service to DC staff and will oversee the effective operation of a number of key HR administration processes. 
Safeguarding and promoting the welfare of students
· Incorporate the school’s vision, mission, and core values into normal working practice. 
· Be responsible for safeguarding and promoting the welfare of all students and members of the DC community.
· Follow the reporting procedure contained in the Child Protection Policy with regards to raising concerns about the welfare of any student.
· Always act in accordance with the school’s policies and procedures, including but not limited to: the Standards of Conduct Policy; Health, Safety, Security and Environment Policy; and the Human Resources Policy Manual.

Accountability and Responsibilities
Main Duties
· Responsible for assisting with elements of our safer recruitment processes to support the HR team and hiring managers
· chasing up references prior to interviews being held 
· ensuring all references are in place post interview 
· following up with reference verification calls 
· Supporting the HR Team in liaising with PRO Company for immigration and on-boarding purposes
· RP renewals, issuance of RPs for new joiners and family members
· Cover for other staff may be required at peak times 

Other Duties
This is a new role and the expected working hours are approximately 10 hours per week. Department working hours are 7.00am until 2.00pm and the post holder will be expected to work flexibly within these hours. There may be the occasional need to work outside these hours as necessary to enable the effective discharge of their professional duties and to meet the needs of the organisation. 
All staff may be required to attend work at DC during weekends or holiday periods throughout the year for purposes of training or other similar activity.
This role shall be entitled to holiday allocation aligned with support functions at Doha College. 

Safeguarding
Doha College is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. Applicants must be willing to undergo child protection screening, including reference checks with previous employers and a criminal records check. Teaching staff will also be subject to a Barred List and Prohibition from Teaching Check. This post is exempt from the Rehabilitation of Offenders Act 1974 and the amendments to the Exceptions Order 1975, 2013 and 2020.

Diversity, Equity and Inclusion (DEI)
As an equal opportunities employer, Doha College is committed to a culture of diversity, equity and inclusion. We believe that a diverse staff body reflects and supports the diversity of our students and wider society and leads to a cognitive diversity that promotes excellence in all areas.

PERSON SPECIFICATION
Key Requirements
[E-Essential, D-Desirable]
Qualifications
· Minimum Secondary/High School level education (E)
· An undergraduate degree (D)

Experience
· Previous experience working in an administration role (E) 
· Previous HR experience (D) 
· Previous experience working in a school setting (D) 
· Previous immigration experience would be an advantage (D) 
· Customer service experience (D) 


Skills, Knowledge and Abilities
· A basic understanding of HR policies and procedures and their application in the workplace (D) 
· Good IT skills (E)
· DC is a Google school therefore experience with Google applications (D)
· Fluent in spoken and written English with excellent communication skills (E) 
· Ability to prioritise with good organisational skills and the ability to work quickly and accurately under pressure (E) 
· Good attention to detail (E) 
· Organised, accurate, thorough and able to monitor work for quality (E) 
· Ability to maintain and respect employee confidentiality (E) 
· An understanding of safeguarding requirements within a school setting (D)
· Outstanding customer service skills and the desire to provide a first-class HR service (E) 
· An effective team player who is able to work flexibly (E) 

Personal Behaviours 
· Resilient and positive; willing to go the extra mile in the bustling life of a school 
· Ability to identify problems and bring creative solutions 
· An outstanding communicator who is dynamic and innovative 
· Flexible and adaptable, with energy, stamina and enthusiasm 
· Be loyal and discreet 					
· Sensitive, caring and responsive to the needs of young people 
· Empathetic, with excellent listening skills 
· Kind and inclusive 
· Strives for the highest standards at all times 	
	
Ethos and School Values 
· Committed to operating as an integral part of the school community 
· Committed to Doha College’s Values, our Vision and Mission
· Possess the desire to get involved in all significant aspects of Doha College school life 
· Ability to remain positive, professional, enthusiastic and maintain a sense of humour when working under pressure 
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