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Job Description
JOB TITLE


HR Manager and PA to the Headteacher
HOURS OF WORKING
37 hours per week, Monday to Friday. 

8am – 4pm (3.30pm finish 1 day in the week to be agreed) 
SCALE


Single Status Grade 9
RESPONSIBLE TO

Headteacher and Resources Manager
JOB PURPOSE
To manage and oversee the day-to-day running of Personnel and Administration services within the school ie all areas of Personnel (incl recruitment, absence management, inductions and appraisals). Providing high quality materials and organising events and publicity materials  
To provide high level secretarial, organisational and administrative support to the Headteacher in support of his/her role. 

To ensure an efficient and effective customer focused service is delivered 
KEY TASKS
1. Human Resources

1.1. To be responsible for the recruitment of staff and managing the administrative aspects including;

1.1.1. Placing adverts, maintain application and shortlisting records as well as ensuring the shortlisting panel has all applications within a short time following the closing date.
1.1.2. Taking up references and setting up interviews, preparing all pre-interview paperwork and packs for those involved with the interviews
1.1.3. Preparing offer letters and ensuring all relevant forms are completed for new starter(s)/leaver(s). Liaise with the school’s HR and Payroll providers especially in relation to contracts. 
1.1.4. Update Sims and all school systems prior to their start date by liaising with the relevant departments and line managers. Set up all new Personnel files.

1.1.5. Manage all incoming personnel queries and applications

1.1.6. Completion of payroll spreadsheets/reports to the school’s HR and Payroll providers. 

1.1.7. Keep staff updated yearly on any changes to salary or fixed term roles

1.1.8. Keep the Single Central Record and all other relevant spreadsheets up to date with all staff changes.  Inform all necessary departments of changes to staff information
1.1.9. Manage and maintain all DBS applications and records for current and new staff as well as volunteers
1.1.10. Retain/archive recruitment files and provide recruitment data for SLT/Governors as required
1.2. To be responsible for staff attendance and absence management including;
1.2.1. Ensuring accurate absence records are kept and school’s database is up to date and is closely monitored.
1.2.2. Ensuring monthly reports, and other documentation is sent to the school’s HR and Payroll providers with all school absences

1.2.3. Meet with staff for return to work and health review meetings. These should be completed promptly in line with the schools attendance and absence policies. 
1.2.4. Make referrals to Occupational Health and liaise and meet with HR colleagues where necessary   

1.2.5. Ensuring all paperwork is completed accurately and filed  

1.2.6. Prepare all paperwork for the Headteacher and set up dates with staff for his/her absence management meetings.  
1.3
To manage and support other HR areas of work including;


1.3.1
Paperwork for staff appraisals, monitor the returns and produce staff letters

1.3.2
Production of staff induction packs, meeting new staff to go through this and set up meetings with other staff as appropriate. Set up and support the new staff induction programmes throughout the year.
2. Support to the Headteacher

2.1. To manage the Headteacher’s diary and to handle all confidential information with discretion

2.2. To use software packages/systems including Microsoft and Google to produce documents, maintain presentations, records, spreadsheets and databases.

2.3. To devise and maintain efficient office systems and filing records. Maintain and manage e-mail groups on behalf of the school. 

2.4. To alert the Headteacher to forthcoming meetings/events, priorities and emerging issues. This includes preparing any necessary documents and making any needed travel arrangements.
2.5. To draft, prepare and distribute final documents and correspondence 

2.6. To ensure that all letters are responded to within timescales, writing holding letters when appropriate

2.7. To take minutes of meetings, transcribe and publish to the relevant participants, issue agendas, book rooms and refreshments

2.8.  To track, record and update appraisal records as required, liaising with colleagues as necessary
3. Communications
3.1. To liaise with staff across the school, external contacts and meet and greet visitors. Act as first point of contact for staff, governors, parents and others seeking contact with the Headteacher
3.2. To take telephone messages, refer urgent issues, arrange meetings and respond to emails on behalf of the Headteacher 

3.3. To liaise with other schools, external contacts, government bodies as appropriate

3.4. To ensure effective systems are in place to ensure school responses to requests are completed (eg complaints, freedom of information)

3.5. To support and promote the school’s values and ensure consistency is followed in producing documents.

3.6. Ensure an efficient and effective customer service is delivered on behalf of the school. 

4. Line Management
4.1. To undertake performance management of staff and have line management meetings as required.

4.2. To cover team absences when required and support team members with workloads to meet deadlines. Produce the rota for holiday working within the team so that reception cover is provided when necessary
4.3. To organise Inset Days for the team, meetings, team training/work shadowing

4.4. To ensure all admin holiday tasks are completed whilst the school is closed, e.g. archiving of records ready for a new academic year
4.5. To participate in the interview process for relevant staff when required

5. Support for the Leadership Team
5.1. To assist other members of the School Leadership Team as required and to attend the weekly diary meetings 

5.2. To provide admin and planning support for events such as Open Evening and Celebration Evening and support the marketing of the school
5.3. To draft, finalise and distribute all exclusion paperwork and letters to parents, update reports to ESCC liaising with the relevant departments where necessary. To keep accurate records within school.
5.4. Work with the Resources Manager and Advisory Clerk to Governors to ensure school policies are current, formatted and available on the school’s website, intranet and networks. This will involve sending existing policies to staff to update for review by Governors. 
5.5  Support with school policies by liaising with external providers and drafting policies when required. 
5.6  Ensure staff training certificates are up to date and recommend re-training in advance of certificates expiring. Support CPD training records.
6. Generic
6.1. To undertake admin tasks, maintain efficient systems, attend meetings as required and be flexible to work outside school hours to support the school for events.
6.2. To proof read all letters and correspondence that is sent out to parents from staff
6.3. To maintain a tidy and professional working environment

6.4. To carry out the above duties in accordance with the School’s Policies and Guidelines

· This job description sets out the duties of the post at the time it was published.

· The hours and the job description may be modified  depending on the needs of the Academy Trust  

· The post holder may be required from time to time to undertake other duties within the school as may be reasonable expected, without changing the general character of the duties or the level of responsibility entailed.  This is a common occurrence and would not justify a reconsideration of the grading of the post.  
The priorities for each year will be reviewed against this job description annually through performance management meetings
CAVENDISH SCHOOL 

PERSON SPECIFICATION
	JOB TITLE
	HR MANAGER AND PA TO HEADEACHER




	
	Essential Criteria
	Desirable Criteria

	Key Skills & Abilities


	· Excellent communication and interpersonal skills

· Advanced ICT skills – Microsoft Office/Google
· Fast, accurate word processing skills

· Ability to work in an organised and methodical manner whilst dealing with interruptions

· Ability to complete tasks and interpret information

· Ability to maintain efficient record keeping systems

· Ability to assist with the production of accurate records and reports as required

· Ability to communicate with a range of people including other employees within the school, governors, students, parents and external agencies

· Ability to identify work priorities and manage own workload to meet deadlines whilst ensuring that lower priority work is kept up to date

· Ability to show sensitivity and objectivity in dealing with confidential issues

· Ability to maintain attention to detail
	

	Education,  Qualifications & Training
	· GCSE C grade or above in English and Maths

· Relevant Personal Assistant or Secretarial qualification
· Evidence of training and development
	· Human Resources/Personnel qualification

	Knowledge & Experience
	· Recent experience of Human Resources work including recruitment  
· Previous PA or admin experience

· Good general understanding of issues facing schools and the administrative provision they necessitate
	· Experience of working within an educational setting

	Personal Qualities
	· A person who is quick to learn with an enthusiastic and positive attitude 

· The ability to work effectively under pressure and to show integrity and sound professional judgement
· A person who presents a friendly and professional image whilst maintaining a sense of calm. 
· Drive, enthusiasm and willingness to initiate and contribute to new developments
· Willingness to operate as part of a team, carrying out tasks beyond the job description when occasion demands or opportunities exist
· Willing to work flexibly with colleagues and put in extra hours when required to support school events or meetings
· Passionate about delivering excellent customer service
· Willingness to participate in further training and developmental opportunities offered by the school
	


Please note that we are committed to safeguarding and promoting the welfare of our students and expect all those who work with us to share this commitment. Successful applicants will need to undertake a DBS Enhanced Clearance check (Disclosure and Barring Service).   We give high priority to promoting diversity throughout the school
