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Principals Welcome 
 
City of London Academy Shoreditch Park  
 
We are currently looking to appoint driven and highly skilled staff members to our talented 
and experienced staff body who will help us achieve outstanding outcomes (progress 8 of 
+1 and above) and who are willing to stay the course to achieve this.   
 
If you are aligned with our vision, values and mission to improve students’ life chances, we 
want to hear from you.   
 
We are looking for candidates who will contribute to improving every aspect of the school’s 
provision, even the outstanding elements.  The successful candidate will have an eye for 
detail, recognise excellence when they see it and not be afraid to challenge 
underperformance when standards are not as high as they should be.  You will have the 
necessary skills and qualities to support the school to achieve its objectives.  You will be 
someone who wants to contribute to all aspects of academy life and who has a constant 
eye on outcomes for students. 
 
Our staff body is characterised by a relentless focus on student outcomes and supporting 
students from disadvantaged backgrounds, as well as the attention to detail and high 
expectations that are required to do so.  We have extremely strong behaviour routines with 
line ups, single file silent corridors and family dining: all the key components of a 
warm/strict school.   
 
Our Senior Leadership Team is committed to providing the highest quality training and 
support for staff to enable them to flourish and develop whatever their role in the school. 
 
City of London Academy Shoreditch Park opened in September 2017 and is now a full, 
thriving school with the highest academic outcomes in the City of London Academies 
Trust.  We are looking for members of staff who will join our mission to continually drive up 
our progress 8 score of +0.37.  Our long-term vision is to become the best school in the 
country, and to achieve this we need the best teachers and support staff in the country. 
 
Whatever their background or starting point, we aim to teach our students the skills, 
knowledge and values that will enable them to become happy, successful and employable 
young adults.  Our culture balances expectations of self-discipline with the positive support 
from teachers that enable students to feel happy and safe in school. 
 
If you share this moral imperative, then we welcome your application for this role. 
 
I look forward to hearing from you. 
 

 
 
Holly Arles 
Principal 

 



 

HR Officer - Job Description 

Post: HR Officer 
 

Accountable to:  Head of Operations and Finance 
 
Post Type: Permanent 
 
Grade/Range: Grade 6 Scale point 18 - 20 
 
Salary: £34,770 - £35,862 (FTE) 
 
Working Pattern: Full time,  
 

35 hours per week, 52 weeks per year or  
35 hours per week TTO + 10 days  

 

Location:  City of London Academy, Shoreditch Park 
. 
Disclosure Level:  Enhanced DBS  
 
Job Purpose As an integral member of the operations team, the post holder will provide effective and 
efficient administrative support to the HR function within the academy, undertaking duties across a range 
of HR activities including recruitment and selection, data management and reporting, compliance and 
general HR administration.   

 

 
Key Accountabilities  

 

Recruitment and Selection 
 

Employee Relations Administration 
 Support with the administration of employee relations casework in conjunction with the Trust HR 

Manager/Head of Operations and Finance e.g. note taking at grievance and disciplinary meetings, 
arranging absence and capability meetings etc. 

 In liaison with payroll, ensure maternity, paternity, adoption and share parental leave letters are 
administered in a timely fashion 

 In liaison with payroll ensure relevant letters regarding absence pay entitlements are sent to 
employees in a timely fashion 
 

Payroll 
 To ensure all new starter paper work is administered accurately 

 To ensure all leaver paper work is administered accurately 

 Ensure all new offers and contracts are issued in line with start dates for payroll 
 

Data Management and Reporting  
 To manage the HR Information System to ensure that electronic employee records are accurate 

and up to date. This will include responsibility for data entry, and supporting regular and ad hoc 
reporting 

 To support with the co-ordination, the academy’s School Workforce Census annual return 



 

 To keep and maintain all HR policies both electronic and printed, ensuring that all current HR 
related policies and procedures are available  
 

Performance Management, Appraisal and Staff Training 
 To be an active participant in the academy’s performance management processes, which will 

include an annual review and regular review of roles and responsibilities, in the interest of the 
academy’s needs. 

 To develop and maintain the PM cycle diary, reminding line managers when the initial, mid and 
final reviews should take place 

 To provide administrative support to the performance management process 

 To develop and maintain a staff training record of statutory training, e.g. fire safety, first aid etc. 
 

Compliance 
 To administer absence reporting and recording processes, ensuring that all absence is reported, 

recorded 

 To review absence reporting data and provide line manager and/or school leaders with regular 
analysis 

 To support on any required, follow up with the relevant line manager in accordance with the 
appropriate policies and procedures 

 To provide administrative support to the probation process, ensuring accurate records are kept   

 To support the coordination of the staff induction process  
 

General HR Administration 
 To maintain an accurate and up-to-date paper and electronic filing system for personnel records 

 To complete a range of HR related paperwork  

 To process staff changes and staff leaving documentation and support with the arrangement of exit 
interviews 

 

General 
 To work in collaboration with the COLAT Central HR team as appropriate. 

 To cover for absent colleagues and undertake other duties commensurate with the grade  

 Uphold, follow and actively support the Trust’s policies and procedures so that the funds available 
to the City of London Academies Trust are used properly, efficiently and effectively. 

 Take personal responsibility for integrity, propriety and regularity in the management of public 
funds, and in the day-to-day operations of the organisation. 

 Liaise with other departments and support staff over matters relating to Finance and Whole-Trust 
issues. 

 Attend staff meetings and training courses, conferences, seminars or other meetings as required by 
own training needs and the needs of the Trust. 

 Undertake any other duties which might be reasonably regarded as within the responsibilities of 
the post, subject to the proviso that any changes of a permanent nature shall be incorporated into 
the job description in specific terms. 

 

Confidentiality 
 Ensure that confidentiality is maintained and in line with agreed City of London policies and 

protocols. 

 Ensure that statutory responsibilities are maintained, e.g. Data Protection and Freedom of 
Information. 

 

Safeguarding Children 
COLAT is committed to safeguarding and promoting the welfare of children and young people. We 
expect all staff to share this commitment and to undergo appropriate checks, including enhanced 



 

DBS checks. We also expect full compliance with all statutory policies and procedures on 
safeguarding and child protection. 
 
English Duty 
This role is covered under part 7 of the Immigration Act 2016 and therefore the ability to speak 
fluent spoken English is an essential requirement for this role.  
 
Confidentiality 

We expect all staff ensure that confidentiality is maintained and work in line with agreed City of 
London Academies Trust’s policies and protocols. Staff are also expected to maintain statutory 
responsibilities e.g. Data Protection and Freedom of Information. 
 

General  
The above responsibilities are subject to the general duties and responsibilities contained in the 
Statement of Conditions of Employment. 
 
The duties of this post may vary from time to time without changing the general character of the 
post or level of responsibility entailed.  Undertake any other duties which may be reasonably 
assigned and regarded as within the responsibilities of the post, subject to the proviso that any 
changes of a permanent nature shall be incorporated into the job description in specific terms.  
 
The post holder will be expected to have an agreed flexible working pattern to ensure that all 
relevant functions are fulfilled through direct dialogue with the Standards Team. 
 

Teacher of History – Person Specification 

 
Our Values and Vision 
The City of London Academies Trust, sponsored by the City of London Corporation, aims to provide 
high-quality education for students and pioneer educational innovation. We are driven by the 
ambition to provide world-class experiences and deliver exceptional educational outcomes for the 
young people we serve.  
 
All City of London academies draw upon the traditions, institutions, heritage and historical 
successes of London to furnish each of their diverse communities with life-transforming learning 
experiences. In doing so, we believe that the young people we serve develop into successful, 
compassionate young adults, who make a positive contribution to their local, national and global 
communities.  
 
Our schools are characterised by a common understanding of what makes outstanding schools, 
based on five key principles which are known as our 'Foundations of Excellence'. 
 
Our Staff 
Our staff have high expectations, are consistent and driven to provide the best teaching and 
opportunities for our students. Teachers work in a well-disciplined environment where they are 
able to teach creative and engaging lessons, and all staff are given exciting opportunities to 
develop and learn from exceptional practitioners. 
 
Equal Opportunities 



 

The postholder will be expected to carry out all duties in the context of and in compliance with the COLAT 
Equalities policies. 

 
 Essential Desirable 

Qualifications 

Working towards CIPD or equivalent qualification   ✓ 
Grade 4+ or Grade C or above in English and Maths GCSE  ✓  

Experience, Skills and Knowledge 

Experience in a school setting or a Multi Academy Trust  ✓ 
Experience of working on a busy HR or administrative function ✓  

Experience of working within a customer focused environment  ✓ 

Extensive experience of using ICT through data bases and electronic communication ✓  

Experience of using Microsoft Office Suite  ✓  

Experience of setting up and running a range of administrative systems ✓  

Good organisational skills, ability to show initiative and to pay close attention to 
detail 

✓  

Experience of using SIMS or similar database  ✓  

Excellent communication skills in writing and orally at all levels ✓  

Ability to maintain confidentiality and work in line with GDPR regulations ✓  

Ability to prioritise work and deliver to tight deadlines ✓  

Understanding of the practical application of Equal Opportunities in an Academy context  ✓ 

Personal Qualities 

Ability to engage in cooperative working to help teams achieve goals ✓  

Ability to set and maintain the highest standard of professional relationship and behaviour 
with students and staff 

✓  

Ability to manage high workloads and prioritise tasks ✓  

Be able to work in an organised and methodical way and have sound organisational and 
co-ordination skills with accurate attention to detail 

✓ 
 

Other 

Commitment to safeguarding and promoting the welfare of children and young 
people  

✓ 
 

Willingness to undergo appropriate checks, including enhanced DBS Checks ✓  

Motivation to work with children and young people  ✓  

 

 
 
  



 

 
 
 
  
 
  

HR Officer 

Permanent 

City of London Academy Shoreditch Park 

Friday 19th July 2024 by 12 noon 

Applications to be submitted by the TES portal 



 

 
 
 


