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Bushey Meads School

Job Description – HR Administrator
	Post Title
	HR Administrator

	Purpose
	· To establish a working knowledge of the school’s Human Resource (HR) procedures and gain an understanding of its underlying structures

· Support the Executive Principal, Headteachers and HR Officer with the day to day operation of BSJT’s HR functions and responsibilities, providing an efficient and cost-effective service across the Trust
· Coordinate, organise and administer the recruitment process for schools within the Trust as required

	Reporting to
	HR Officer

	Liaising with
	Governors, Executive Principal/Headteacher/Senior Leadership Team, teaching and support staff, LA representatives, external agencies.

	Working Time
	37 hours per week Monday to Friday, (exclusive of unpaid breaks).  
8.00am to 4.00pm Monday to Thursday, 8.00am to 3.30pm Friday.  Includes 30 minutes unpaid breaks each day.

Term time + two weeks to include 5 INSET days.  Additional hours might need to be worked on an overtime basis in relation to new starter administration during school holidays.

	Salary/Grade
	APT&C points 11 – 16 + fringe allowance  (£21,748pa to £24,012pa + £898pa) paid pro-rata based on hours/weeks worked.  Salary point will depend on skills and experience.

	Disclosure Barring Service
	Enhanced with Barred List Check

	MAIN (CORE) DUTIES

	Operational,  Strategic Planning:

	Recruitment Administration

· To be responsible for the Trust’s recruitment processes (for external and internal posts) by preparing job descriptions, person specifications and adverts in discussion with relevant staff

· Placing job adverts and answering queries from potential applicants
· Receiving and checking application forms and logging on system

· Preparing application paperwork for shortlisting and liaising with relevant staff

· Contact shortlisted candidates in accordance with procedures, issue relevant documentation and take up references at appropriate time

· Prepare interview schedules, arrange interview rooms, support staff / student panels with interview questions
· Collate interview notes after interviews

· Prepare and issue conditional contract paperwork for new starters across the Trust ensuring all necessary pre-employment checks are completed and conform with current employment legislation.  Checks include DBS checks, Right to Work, Occupational Health and References

· Chase references, outstanding DBS and OH checks when required before new employee start date
· With support from the HR Officer prepare appropriate contract amendment paperwork for internal candidates promoted or moved to a new role

· Establish good relationships with recruitment agencies including negotiating and agreeing best value rates to reduce recruitment costs
· Prepare relevant paperwork for payroll to ensure that the new starter will be paid  

Safer Recruitment Administration

· Initiate DBS checks in line with legislation and policies ensuring they are logged on SCR (Single Central Record) and certificate is seen

· Request, collate and record references and refer to senior staff if necessary

· Obtain qualification documentation, evidence of QTS, RTW documentation

· Carry out Teacher Regulation check and Section 128 check as required

· Ensure all appropriate safeguarding checks (as per Keeping Children Safe in Education) are carried out on contractors, volunteers, students, agency staff and are entered on SCR 

· Maintain the SCR for Bushey Meads School ensuring that it is up to date and accurate at all times.  Support and provide appropriate information to the other schools in the Trust so that their SCR remains up to date with new starters/leavers

Absence 
· Record and action staff absence (e.g. sickness) in accordance with procedures

· To be responsible for sickness absence system – track, monitor and log sickness absence, obtain required paperwork and notify relevant colleagues when trigger points are reached

· Support the Trust in managing sickness absence effectively and keeping senior staff informed on the progress of employees on long term sickness absence

· Keep accurate records of staff absence and update SIMS/payroll system as necessary

· Answer staff questions in relation to absence and advising staff of the reporting procedure 

· Produce sickness absence data for Executive Principal when required

· Ensure maternity, paternity, adoption, shared parental leave are recorded and processed effectively and payroll notified accordingly
Leavers

· Administer the leaver process – issue ‘Acceptance of resignation letter’ and other paperwork, update relevant internal systems, notify staff accordingly 

· Ensure that the necessary documentation is prepared and passed to HR Officer for payroll

· Remove from SCR when member of staff has left

· Provide reference details as required and in line with Trust procedures

General

· To liaise with the HR Officer on HR matters and for guidance/support
· Keep abreast of new developments affecting recruitment best practice and advising accordingly across the Trust
· Provide initial HR support to the Headteachers of the Trust primary schools regarding recruitment, putting together and placing adverts, inviting candidates to interview and other related tasks as above.  This includes Little Gems Nursery
· Be the first point of contact for any queries from staff at LRS and HPS and action/refer on as appropriate
· Update SIMS with new starters, contract and salary changes, leavers and assist the SIMS Manager with any Census queries (annually)

· To handle enquiries from staff across the Trust on HR matters in line with experience and to obtain advice/guidance as necessary
· To administer and monitor the probationary period for Associate Staff across the Trust and action accordingly
· Monitor length of service (5 years/10 years) for associate staff and action any contract changes / salary amendments relating to this in accordance with the pay policy and contract terms and conditions. 
· Monitor any fixed term contracts and discuss with relevant staff.  Ensure that payroll is notified if fixed term arrangements are to end
· Prepare draft contract amendments for existing staff when a change occurs with support from the HR Officer
· In liaison with the HR Officer prepare and issue annual Salary Statement letters to teaching and associate staff

· Liaise with other staff and external companies such as recruitment agencies, Teachers’ Pensions, Local Government Pensions, advertising companies as necessary. 
· Assist the Executive Principal / SLT as required with attending meetings (e.g. disciplinary) by taking notes and typing up
· Update staff photos on board in Reception area (joiners, leavers, job title changes) and liaise with relevant staff regarding photographer visit


	Staff Development:

	· Engage with and support staff development at INSET days

· To take part in the school’s staff development programme by participating in arrangements for further training and professional development
· Regularly take a ‘Safer Recruitment in Education’ course
· To attend regular meetings as required
· To work as a member of a team and to contribute positively to effective working relations within the school
· To engage actively in the Performance Appraisal Review process
· Keep up to date with changes regarding DBS checks, UKBA rules, Agency Worker Regulations, Pensions, Sickness leave, Maternity/Paternity Leave etc.

· Gain an understanding of ‘Keeping Children Safe in Education’, ‘School Teachers’ Pay and Conditions Document’, Safer Recruitment in Education and how it affects HR

	Standards and quality assurance:

	· Support the aims and ethos of the school
· Set a good example in terms of dress, punctuality and attendance
· Follow and uphold school policies
· Participate in staff training
· Develop links with the Governors, Hertfordshire Education Authority and neighbouring schools 
· Ensure confidentiality is maintained at all times and records are kept secure



	Management Information:


	· Provide relevant reports for Executive Principal / Headteacher as required for Trust for Governor Committee Meetings.

· Logging, monitoring, advising and reporting on sickness absence.  Informing SLT when employees exceed the ‘trigger points’ within the BSJT Health and Attendance Policy.  



	Communication:


	· To follow agreed policies for communications in the school
· To prepare and provide reports as required
· To be aware of in-school procedures and confidential issues and to keep confidences appropriately

	Marketing and Liaison:
	· To contribute to the development of effective links with external agencies as required
· To establish good relationships with other local schools in relation to HR

	Management of Resources:


	· To contribute to the process of the ordering and allocation of equipment and materials

· To co-operate with other staff to ensure a sharing and effective usage of resources to the benefit of the school, faculty and the students

	· Other Specific Duties: To keep accurate records of staff absence and update SIMS/payroll system as necessary.

· To be responsible for sickness absence system – track, monitor and log sickness absence for staff at BMS.  Obtain required paperwork in relation to the sickness, notify accordingly if ‘trigger point’ has been reached.



	· to play a full part in the life of the school community, to support its Strategic Commitment, Purpose and Intent and to encourage staff and students to follow this example

· to promote actively the school’s policies

· to continue personal, professional development

· to actively engage in the school’s self-review and evaluation processes

· to actively engage in the school’s Appraisal of Performance processes

· to comply with the school’s Health and Safety Policy and undertake risk assessments as appropriate

· to attend meetings as determined in the meetings policy and as directed by the Executive Principal

· to comply with the school’s procedures concerning safeguarding and to ensure that training is accessed

	All Associate Staff may be required, from time to time, to work as directed by the Executive Principal to provide cover for administrative functions within the school.  This may include exam invigilation, student supervision and other duties not normally detailed elsewhere within their job description.


Please note: due to the ever-changing nature of HR this is not an exhaustive list of duties.  
The job description will be adjusted to reflect the skills held by the post holder.
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