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Person Specification — HR Assistant

Essential Criteria Desirable Criteria

Evidence

Qualifications:

e GCSE English & Maths Grades A*- Cle Level 3in HR

Application Form

e Experience working as an HR
Assistant/HR Apprentice or similar  |¢ Previous experience of
administrative role in a busy office working in a school
environment.

®-4 Interview
References
Proof of
Qualifications
Experience:

Application form
Interview

References

Skills and ability:

o Excellent general Microsoft Office IT
skills including working with HR
systems

e Excellent literacy and numeracy skills
e Ability to maintain thorough and
accurate records

e Ability to act with confidentiality, tact
and discretion

o Ability to liaise positively with staff
and students and be customer
focused with a professional and
friendly manner

e Able to make connection between
your work and the benefits to
students.

Application Form
Interview

References

Disposition/Attitude:

Interview

Principal: Mr Leon Lima
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e Good written and verbal
communication skills

e Ability to prioritise and manage
workloads while maintaining a flexible
response to urgent requests

e A positive problem-solving attitude

e Good interpersonal skills and ability
to work with students, staff and
stakeholders at all levels

e Organised with good attention to
detail

e Ability to work independently and
constructively as part of a team

References

Commitment and other
requirements:

e Satisfactory Enhanced Disclosure
with the Disclosure & Barring Service
(DBS)

o Excellent attendance and time-
keeping record.

Application form
Interview

References

Principal: Mr Leon Lima

Glenmoor & Winton Academies is part of United Learning. United Learning comprises: UCST (Registered in England No: 2780748.
Charity No. 1016538) and ULT (Registered in England No. 4439859. An Exempt Charity). Companies limited by guarantee. VAT
number 834 8515 12. Registered address: United Learning, Worldwide House, Thorpe Wood, Peterborough, PE3 6SB.

. . - ‘K**
Co\> Swindon & Wiltshire Ofsted
\ Teaching School Hub Outstanding

e IV e ®  Partof United Leaming

iy

110,

PX 50 (N h?
&P o

Y S

IXL pg &

Partners in excellence e

2018|2019

Glenmoor & Winton Academies
Beswick Avenue

Bournemouth

Dorset

BH10 4EX

t: 01202 527 818

e: info@glenmoorandwinton.org.uk
w: glenmoorandwinton.org.uk

Behaviour Sparx Maths



