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Job Description

	School Name:
	Parliament Hill School

	Job Title:
	HR and CPD assistant

	Reports To:
	HR Manager 

	Team
	HR Team

	Line Management 
	None

	Grade:
	35 hours per week, 44 weeks per year
Scale 5 (£33,291 - £34,779 pa),
pro rata salary (£29,642.00 - £30,967.00
35 hours, 40 weeks a year
Hours of work 8.00 am to 4.00 pm


	Role Summary:

	To provide administrative support for the HR Manager in all personnel related tasks. To provide the CPD Lead administrative support for Training, CPD and Performance Management.  To work cooperatively within and outside of their teams to develop and maintain a consistent school approach to policies and procedures.




	
	Key Skills and Competencies:

	Relationships

	Organisational Agility
	Personal Excellence
	Innovations
	Permanent Growth & Development

	‘Customer’ focus
	Change Management
	Developing People’s Potential
	Idea Generation


	Vision

	Build Wider Networks
	Project Management
	Self-Development
	Innovation Management

	National Perspective

	Building long term relationships
	Team Building
	Performance Management
	Creativity
	Openness to new approaches

	Empathy
	Organisational Skills
	Individualisation
	Curiosity


	Strategic Leadership

	Effectively Communicate
	Prioritisation
	Learning
	Concept Thinking


	Adaptability

	Professional Attitude
	Action oriented
	Motivating People
	Solving Problems


	Achieving Results

	
	Decision Making
	Taking Responsibility
	Passion for Technology

	Planning



The highlighted competencies are core to this role.


	Other Duties:
· The duties and responsibilities in this job description are not exhaustive. The post holder may be required to undertake other duties that may be required from time to time within the general scope of the post. Any such duties should not substantially change the general character of the post. Duties and responsibilities outside of the general scope of this grade of post will be with the consent of the post holder.
· All support staff are expected to model professional behaviour to students to support student development and behaviour, in line with our code of conduct.
· Be conversant with the School’s Equal Opportunities Policy and at all times work to further the School’s aims with regard to equal opportunities and raising achievement.
· Be committed to working co-operatively towards the aims of the school. 
· Ability to establish and maintain effective working relationships at all levels whilst demonstrating a flexible approach.








Job Description

HR responsibilities


Recruitment, Appointments & Contract management

· Update Staff list and vacancies on school website. 

· Liaise with external advertising agencies to post a vacancy.

· Provide assistance to HR Manager on staff recruitment, particularly with arranging schedules and student interview panels. Photocopy and collate documents as required for the panel. Prepare draft schedules for interviews when required.

· Under the guidance of the HR Manager, responsible for the processing of new appointments, issuing new contracts and changes to existing employment contracts using established templates and proformas, including issuing of offers of employment and statements of particulars.

· Send out references request and salary assessment forms for new starters. 

· Verify qualifications for new starters and record it on Bromcom.

· Liaise with the HR Manager/SLT link in the initial screening of pre-employment health questionnaires, and seek advice from the HR Manager if issues arise. 

· Manage and maintain the DBS checks and verify all DBS documents. Send reminders to all staff members and Governors for renewal of DBS.

· Ensure that new starter paperwork is processed accurately (liaising with new employee and payroll accordingly).

· Support the exams officer in arranging invigilators during busy exam periods.

· Maintain relationships with external agencies to organise cover for sickness and vacancies. Negotiate rates with agencies to get best value for money.


Onboarding, Training & Appraisal

· Liaise with IT team and Data Manager to provide logins and relevant system access to new and existing staff members.
· Ensure new staff members are added to the appropriate email groups and have an Every login

· Assess and organise training requirements for SLT and staff members e.g. Safer recruitment, Prevent etc

· Assist the HR Manager with Teachers Annual Appraisal and support staff performance management cycle. 


Payroll, salary sacrifice & staff benefits

· To undertake and manage the HR administration of starters and leavers and contractual changes, including the preparation of contractual documentation and payroll documentation.

· Prepare the monthly payroll changes forms and calculate overtime for authorisation and send to payroll provider.  

· Liaise with staff and payroll provider regarding payment of salaries, overtime and salary queries.

· Develop and maintain effective liaison with payroll to ensure they have up to date information

· Inform payroll of upcoming maternity leaves and post relevant documents.

· Address all other queries and update records such as -Cycle to work scheme, Pensions, Length of Service awards, holiday entitlement, first aid etc. 


Absence management
· Monitor & record staff absence. Send out daily absence email and note returns, chasing where appropriate. Note information on tracker and Bromcom. 

· Investigate and understand causes for staff absences and pass on information on triggered cases to HR Manager.

· Report any relevant HSE/Riddor related absences to Camden in absence of Lead First aider.

· Send and manage OH Referrals in absence of HR Manager.

Records, Leavers and contract changes

· Maintain and manage leavers and starters records, updating Bromcom 

· Update Bromcom with any contract changes, with a target of real-time records

· Manage, update and maintain personnel files (both electronic and paper copy) with particular emphasis on legally required documents (e.g. ID, Visas, qualifications, etc).

· Make arrangements for exit interviews.

· Monitor retention timeline and archive documents.

General

· Assist the HR Manager in the provision of management information to the Business Director and the Governing Body using the school systems.

· Assist the HR Manager in the completion of appropriate returns of information, to DfE and other statutory bodies and receipt and processing of information returned from the DfE and other statutory bodies such as the ONS

· Produce and handle a range of confidential material e.g. Single centre record, appraisal documentation, confidential staff issues including complaints/queries, occasionally disciplinary issues, resignations, DBS documents etc

· Respond to routine queries and requests from teachers and support staff on employment and recruitment matters.

· Assist the HR Manager and Business Director with the preparation of the annual budget in respect of Staffing.

· Provide administrative support to HR Manager, including word and excel, distribution of information, answering telephones, minutes taking at meetings etc.

· Deputise for the HR Manager in their absence, dealing with issues and queries.

CPD admin responsibilities

Provide administrative support to Assistant Head with responsibility for CPD 

Responsibilities include:

· Fortnightly meetings to support the CPD Lead. 

· Organise and keep records of safeguarding training, liaising with the safeguarding officer.

· Maintain register of first aiders and book new / refresher courses.

· Manage administration function on Camden learning online portal, keeping CPD staff records, including evaluations and oversight of CPD budget 

· Work with Assistant Head CPD lead on arrangements for Staff Induction day


Other responsibilities

· The duties on this list may vary from time to time as required by the Headteacher, without changing their general character or level of responsibility. 









Person Specification
	
	Essential
	Desirable

	
Experience

	· Minimum 1 year’s HR experience
· 
	E
	

	· Experience of working in the education sector
· 
	
	D

	· Proven track record in providing excellent administrative support

	E
	

	· Proven track record of working as a member of a team

	E
	

	· Record of recent relevant Professional development.

	
	D

	· Up to date knowledge of employment legislation and HR best practice.

	
	D

	
Skills, Knowledge and abilities

	· High standard of education including 5 ‘GCSE’ Grade C/5 Levels including Maths and English Language or equivalent qualifications

	E
	

	· Undertaking a qualification in Personnel/payroll administration is desirable.
	
	D

	· Excellent ICT skills including Microsoft Office, MIS and MS Teams 

	E
	

	· Fast and accurate keyboard skills.

	E
	

	· Ability to train and support staff 

	
	D

	· Ability to work under pressure, role model resilience and ensure deadlines are met.
	E
	

	· Ability to handle sensitive personnel situations appropriately.
	E
	

	· Demonstrate the ability to work confidentially.
	E
	

	· Ability to maintain accurate records and filing systems.

	E
	

	· Have good interpersonal skills and be able to communicate effectively both orally and in writing.
	E
	



	· To be prepared to attend in-service and external training and to develop and update knowledge and skills as required.

	E
	

	· [bookmark: _GoBack]To fulfil the school’s strategic intentions and sustain excellence
	E
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