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HR and Operations Coordinator 
Purpose of the Role
This role sits at the centre of the Trust’s HR (People) and central services function, providing administration and coordination, systems support and process improvement to ensure efficient, consistent and compliant operations across all schools.
The postholder will be comfortable managing competing priorities, responding to reactive work, and adapting to new ways of working, while maintaining a high level of accuracy and confidentiality.
Working as part of a collaborative HR and central team, the postholder will play a key role in maintaining and improving HR, H&S and digital systems, coordinating core processes, and supporting schools through clear guidance and responsive support. The role will act as a central point of coordination, working closely with colleagues across HR and the wider Trust to deliver effective outcomes. The role will also act as the Trust’s designated Data Protection Officer (DPO), coordinating data protection processes with appropriate escalation for complex matters.
The role will also sit at the heart of a wider programme of HR and Operations transformation and continuous improvement. The postholder will be expected to operate effectively in a fast-paced and evolving environment, balancing reactive operational demands with longer-term system and process improvements, and contributing to the development of more efficient, consistent and scalable ways of working across the Trust.
This is a developing role within a transforming HR function and will evolve over time in response to organisational need, system development and continuous improvement priorities.
Key Responsibilities
Provide central coordination of HR (People) operations, ensuring consistent, efficient and compliant processes across the Trust 
Support improvement of HR, H&S and operations systems and workflows, contributing to a more streamlined, data-driven and scalable function 
Act as a key link between the Trust and schools, offering practical guidance and building confidence in processes and systems 
Contribute to a programme of continuous improvement and transformation, helping to embed more effective ways of working 
Oversee data protection coordination as DPO, ensuring proportionate compliance and appropriate management of data-related processes

HR / People
· Coordinate and administer core HR processes including recruitment, onboarding, contract changes and leavers 
· Undertake and maintain pre-employment checks, including DBS, prohibition, right to work and related compliance processes 
· Support monthly payroll administration processes, including contractual changes, claims and absence-related information
· Supporting employee relations matters, attending meetings, taking minutes, advising on process.
· Ensure HR documentation and employee records are accurate, compliant and consistently applied 
· Act as a first point of contact for HR queries, providing guidance, responding to requests and triaging as appropriate 
· Support schools to follow agreed HR policies, procedures and processes 
· Maintain organised and compliant personnel records 
· Support safer recruitment processes and compliance requirements 
Operations/H&S
· Support implementation of improved processes including digital systems and workflows 
· Maintain and support development HR and H&S systems 
· Ensure accuracy and integrity of HR and H&S data across systems 
· Produce and maintain key reports (e.g. absence, payroll, H&S) 
· Contribute to the implementation and embedding of new systems and functionality 
· Provide guidance and basic training to schools on HR & H&S systems and processes 
· Develop user guides and support materials 
· Support the delivery of a consistent, standardised approach to HR and H&S operations across the Trust 
Data Compliance (DPO)
· Act as the Trust’s designated Data Protection Officer (DPO) 
· Coordinate data protection processes, including Subject Access Requests (SARs) where required 
· Collate and prepare information for disclosure, including initial redaction 
· Maintain records of data protection activity (e.g. SAR logs, breaches, retention) 
· Provide practical guidance to schools on data handling and good practice 

	Person Specification
	
	Desirable/ Essential
	Demonstrated Experience 

	Qualifications and Training
	· GCSE (or equivalent) in Maths and English, Grade C/4 or above
· Evidence of continual professional development
· Relevant administrative, business, or HR qualification
	E

D

D
	Application

Application


Application

	Experience
	· Experience in a people-focused operations, administration or coordination role
· Experience working with digital systems and databases: HRIS/MIS

· Experience within education, public sector or another fast-moving environment
· Experience supporting compliance, audit or data management processes
	E


E


E


D
	Application 


Application



Application 



Application 


	Skills and Knowledge
	· Confident managing multiple priorities in a fast-paced environment
· Strong organisational and coordination skills
· Confident using systems, technology and data
· Ability to identify inefficiencies and support process improvements
· Ability to communicate clearly and professionally with a range of stakeholders
· Basic understanding of data protection principles and confidentiality requirements
	E


E

E

E

E


E
	Application / Interview

Interview


Interview

Application / Interview

Interview


Interview


	Personal Qualities
	· Proactive and solutions-focused, with a strong sense of ownership
· Able to work both reactively and strategically, balancing operational demands with improvement activity
· Comfortable working in a fast-paced and evolving environment
· Resilient, adaptable and calm under pressure
· Committed to continuous improvement and high-quality outcomes

	E


E



E

E

E
	Application / Interview

Application / Interview


Interview

Interview

Application / Interview






	All roles within the Trust will be responsible for the following: 


	

	Safeguarding
	· Promote the safety and wellbeing of pupils across the Trust in line with statutory safeguarding guidance (including KCSIE) and Trust safeguarding and child protection policies.

	Health and Safety
	· Take responsibility for the safety of yourself and others around you.
· Report any accidents, incidents, or near misses in line with Trust polices and processes.

	Policy and compliance
	· Comply with Trust policies, processes, safeguarding protocols, and legislation at all times, escalating concerns to HR/ Designated Safeguarding Leads.
· Assist, as requested, with the review and update of departmental policies and training materials to ensure they reflect best practice and current legislation

	Systems and processes
	· Proficient in the use of I.T software (MS Office, Outlook calendars, SharePoint, Teams etc.) and data management systems.
· Use systems effectively to maintain accurate records, support reporting, and enable efficient service delivery.

	GDPR
	· Maintain accurate records ensuring data integrity.
· Protect confidentiality of data and individuals at all times.

	Training and (CPD)
	· Undertake all mandatory training (including refresher training) as required. 
· Attend relevant staff meetings and training days (including INSET where applicable).

	General 
	· Embed and uphold Trust values, modelling professional behaviours in all interactions.
· Work independently and collaboratively, managing competing priorities effectively
· Contribute to achieving objectives that support the Trust’s strategic goals
· Be open to organisational change and support new initiatives.
Demonstrate a positive, adaptable, and professional approach to work
· Willingness and ability to travel independently to attend meetings/ training/ provide support as required.


	Equality Diversity and Inclusion
	· Promote equality of opportunity and inclusion and challenge discrimination in line with Trust values and policies.

	Please note, this is illustrative of the general nature and level of responsibility of the role. It is not a comprehensive list of all tasks that you will be expected to carry out. The postholder may be required to do other duties appropriate to the level of the role, as directed by the head or line manager.
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