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	Job Title
	HR Administrative Assistant

	
	

	Pay Group
	Scale B point 9 – FTE £14,673


(Actual salary - £6,792)

	
	

	Hours
	780 per annum (20 hours x 39 weeks)

	
	

	Accountable to
	Business Manager/HR Manager

	
	

	Job Purpose
	To provide administrative support to for HR functionality


1. JOB SUMMARY AND SCOPE

Support the HR Manager in providing an HR service to staff, Governors and applicants/ potential applicants for employment.
2. KEY RESPONSIBILITIES
2.1
Recruitment
· Copy, prepare and post application packs

· Copy and  prepare short-listing folders and interview folders for panel members

· Take up confidential references

· Capture equality and recruitment monitoring data

· Sort recruitment files after the appointment
2.2
New Starter Admin

· Complete actions on the Appointment Checklist in conjunction with the HR manager
· Issue appointment packs including car parking passes, staff badges
· Check and record employee ID for safeguarding

· Chase and secure references

· Issue Induction and Probationary information to Line Managers 

· Monitor completion of the induction and probationary processes by line managers.

2.3
SIMS Admin
· Enter and update Personnel records

· Run annual data checking sheets for employees

· Run reports on request to ensure data quality and accuracy

3. RESPONSIBILITIES OF ALL STAFF
· Contribute to whole School events as and when required

· Be committed to the protection, safeguarding and welfare of children and young people

· Be aware of the School’s duty of care in relation to staff, students and visitors and to comply with all health and safety policies at all times

· Be aware of and comply with the codes of conduct, regulations and policies of the School and its commitment to equal opportunities

4.
SUPERVISION

The post holder will receive direction and supervision from the HR Manager  

It is the Academy’s policy that all new employees serve a 6 month probationary period.

The duties above are neither exclusive nor exhaustive and the post holder may be required by the Headteacher to carry out appropriate duties within the context of the job, skills and grade.
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