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HR Officer
	
	Essential
	Desirable

	Qualifications

	· Educated to A* - C grade in English and Maths GCSE (or equivalent)

	· Professional qualification in HR such as CIPD qualification
· Safer Recruitment Training

	Skills
	· Experience of working in an HR role

· A sound knowledge of employment law

· Show initiative and approach challenges with a positive attitude.
· Ability to maintain an accurate staff database and make changes within payroll cut off dates
· Able to use data effectively to produce accurate reports for the Academy leadership team and the Governing body.
· Computer literate and ability to use Microsoft word, excel and outlook
	· Experience of working in an educational setting
· Experience of working within a recruitment or payroll position
· Knowledge of education based data systems i.e SIMS, SAP



	General
	· Flexible and enthusiastic attitude
· Ability to manage own workload with minimal supervision from the Business Manager
· Effective communicator with all Academy employees including the Principal and Governing body
· Able to maintain confidentiality
·  Ability to minute meetings and produce comprehensive minutes

	· Experience of building working relationships with third party suppliers such as payroll providers, recruitment agencies and HR advisory services
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