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Job description: HR & Payroll Administrator 
Brighter Futures Educational Trust is committed to creating a diverse workforce. We will consider all qualified applicants for employment without regard to sex, race, religion, belief, sexual orientation, gender reassignment, pregnancy, maternity, age, disability, marriage or civil partnership.	

Job Details 
	Grade and salary
	H6/1

	Hours/weeks
	25 hours 39 weeks

	Contract type
	Probationary to permanent

	Reporting to
	HR Manager

	Responsible for
	N/a

	Last updated
	9th January 2026



Main Purpose
As a member of the Central Team, the HR and Payroll Administrator will support the Trust by delivering high-quality services, ensuring compliance and excellence in all areas.

Key Accountabilities
The position plays a key role within the Central Team and supports all transactional HR and payroll matters as well as providing support for other team functions as required (finance, governance and operations). The post holder will deliver an efficient, compliant, and customer-focused service to the Trust, ensuring accuracy, confidentiality, and adherence to statutory and Trust policies.  The successful candidate will report to the HR Manager. 




Duties and Responsibilities
Key Responsibilities
Recruitment and Onboarding:
· Assist in the recruitment process, including drafting adverts, liaising with recruitment agencies, requesting references and organising interviews.
· Prepare and issue offer letters, contracts, and onboarding documentation for new starters.
· Support line managers with end-to-end employee lifecycle processes, including induction and leaver administration.
· Maintain accurate recruitment records and ensure compliance with safer recruitment guidelines.
 Payroll: 
· Assist with processing monthly payroll data, including timesheets, absence data and unpaid leave.
· Resolve payroll queries or escalate as necessary.
· Ensure accurate salary deductions and salary sacrifice schemes.
· Liaise with external payroll provider and support annual audits (e.g. School Workforce Census).
· Assist with pay progression and TUPE processes as required 

Human Resources:
· In liaison with the HR Manager, act as the first point of contact for HR administrative queries.
· Administer contract changes, maternity leave documentation and leaver processes.
· Work collaboratively with the schools and staff within the Trust.
· To undertake any additional duties as may reasonably be required for the role
· Provide ad-hoc HR project support.
 
Other Responsibilities
Compliance and Safeguarding Responsibilities:
· Ensure compliance with statutory requirements, including Keeping Children Safe in Education (KCSIE) and safer recruitment practices.
· Provide support and guidance with maintaining and updating the Single Central Record where required, ensuring accuracy and adherence to regulations.
· Process and monitor DBS checks for all staff and volunteers.
· Ensure HR documentation and processes comply with employment law and Trust policies.
Operational and Financial Support:
· Vehicle responsibilities
· Lettings administration
· Financial administrative tasks (e.g. invoice processing)
· Policy administration
General Requirements:
· Undertake training and professional development as required.
· Maintain high standards of professionalism, confidentiality, and safeguarding.
· Supporting central team members as required.
 
Person Specification
Essential
A good standard of education including Maths and English GCSE  
Experience: 
· Experience working in an HR environment (minimum 1 year)
· Experience in an administrative role with excellent organisational and administrative skills
· Experience of payroll administration
Skills: 
· Excellent communication skills (verbal and written)
· Strong organisational and interpersonal skills
· Good IT skills (Word, Excel)
· Ability to meet deadlines 
· Strong commitment to confidentiality and impartiality
· Driving licence
 Attributes:
· Ability to work under pressure with a calm and positive disposition
· Excellent attention to detail, proactive problem-solving and a strong customer service focus
Desirable
· Experience in the education sector  
· Experience supporting HR projects
· DBS checks experience (willingness to undertake training in this area)

Other Information
The role is based in the Trust Office on the Larwood School site, Stevenage, but travel to other schools across the Trust may be required from time to time (mileage expenses reimbursed).
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Registered Office: Larwood School, Larwood Drive, Stevenage, SG1 5BZ
Telephone: 01438 236333 Email: admin@bfetrust.org.uk Website: www.bfetrust.org.uk

Company Number: 10359418




