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Recruitment and Contracts Coordinator 
(Maternity Cover) 
 

Grade and Salary Grade 3 £27,274- £29,071 FTE per annum  

Working pattern  37 hours a week, all year round  

Contract term Maternity cover for 1 year 

 

An exciting opportunity has arisen for a Recruitment and Contracts Coordinator to join the Human 
Resources Team at The Two Counties Trust to cover maternity leave. You will join a team of 
dedicated, likeminded HR professionals who pride themselves on delivering an excellent service to 
the schools within our Trust.  

This role involves coordinating engaging and effective end to end recruitment campaigns, working 
closely with Leaders in our schools, onboarding new starters, ensuring that candidates undergo all 
statutory checks to deliver a seamless transition into our Trust. 

In addition to recruitment and onboarding, you will also be responsible for processing letters, 
documents and contracts associated with any employment or contractual changes throughout the 
employee lifecycle. 

This area of your role will require a keen eye for detail to guarantee accurate information is being 
provided to our employees and building strong relationships with our schools. The ideal candidate 
will be enthusiastic, shows initiative and can demonstrate experience of managing a busy workload 
and processing high volumes of transactional tasks. 

Although not essential, experience of working within education and knowledge of Keep Children 
Safe in Education would be advantageous.  

Why join us? 

There are many reasons to choose The Two Counties Trust as a great place to start or continue your 
career. 

We recognise the importance of a happy, healthy, rewarded and well motivated workforce and as 
such we have developed our HR strategy to invest in our employees. We have removed appraisal and 
appraisal related pay progression, changing the focus from validation to professional growth and 
enabling all our employees to get better all the time. 

We are fully committed to supporting your career and professional growth through a range of routes 
both within schools and across the Trust and we offer extensive professional learning opportunities 
for all employees. 

 

We offer: 

• Highly competitive pay and pay progression opportunities.  

• An array of employee benefits and lifestyle options including discounted healthcare, gym 
membership, and extensive high street retail discounts. 

• Entry to attractive career average pension schemes. 

• Opportunities to experience and share practice in our partner schools across the Trust. 

• A stimulating, supportive and rewarding working environment with a dedicated team of like-minded 
professionals and wonderful students. 

• Excellent opportunities to develop your skills and experience and to progress your career. 

• A range of support mechanisms and benefits to employees. The Trust has signed up to the 
Education Staff Wellbeing Charter, and we take the wellbeing and health of employees seriously.  
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Applications must arrive by:  Midday Thursday 24 September 2026 

Interviews will be held on:   Monday 05 October 2026 

 

It is an offence to apply for this role if you are barred from engaging in Regulated Activity 
relevant to children. 

We are committed to safeguarding and promoting the welfare of children and young people. An offer 
of employment will be subject to the receipt of a satisfactory enhanced level DBS disclosure with a 
children’s barred list check, two satisfactory references and successful completion of vetting 
procedures. 

In accordance with the statutory guidance Keeping Children Safe in Education (KCSIE), an online search 
will be conducted as part of due diligence on shortlisted candidates and a social media check will be 
required as a condition of employment.  

We are committed to recruiting and retaining a diverse workforce and candidates with a disability who 
meet the essential job criteria will be given an opportunity to demonstrate their abilities at interview. 
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JOB PROFILE  
 

 

 

Corporate responsibilities: 

• To ensure that the responsibilities of the role are carried out in a way which reflects the mission and 
the values of the Trust.  

• To be aware of and observe all policies, procedures, working practices and regulations, and in 
particular to comply with policies relating to Child Protection, Equal Opportunities, Health and 
Safety, Confidentiality, Data Protection and Financial Regulations, reporting any concerns to an 
appropriate person.  

• To uphold our commitment to safeguarding and to promote the wellbeing of children.  

• To contribute to a culture of continuous improvement.   

• To comply with all reasonable management requests.  

 

Key responsibilities: 

Recruitment 

• To work with the HR Business Partner/Manager to process recruitment requests, ensuring that all 
information has been provided and appropriate authorisation is in place.  

• To work with the HR Business Partner/Manager to ensure that job profiles are up to date, contain 
clear criteria, are of a high standard and are legally compliant. 

• To draft and place enticing advertisements using the most appropriate media.  

• To maintain the internal vacancy pages and vacancy logs. 

• To provide candidate data to schools in good time and chase the return of short-listed applications 
to ensure interviews are conducted in a timely manner.  

• To contact candidates to arrange interviews and issue agreed selection schedules in accordance 
with the Recruitment Guide. 

• To obtain references prior to interview for shortlisted candidates wherever possible, providing these 
in good time for the interview date, advising the school where there are any problems or concerns. 

• To obtain Self Disclosure Forms and perform online searches for shortlisted candidates, advising the 
HR Manager/HR Business Partner where there are any problems or concerns. 

• To keep recruitment literature up to date. 

• To maintain My New Term, the Trust and school’s careers pages. 

• To support in completing the equality and diversity monitoring for each recruitment exercise. 

• To complete the annual report of recruitment, drawing information from the equality and diversity 
monitoring data. 

Job title: Recruitment and Contracts Coordinator (Maternity Cover) 

Responsible to: HR Manager 

Salary / Grade: Grade 3 £27,274- £29,071 FTE per annum 

Working hours / weeks: 37 hours, year-round 

Core purpose This role is responsible for the organisation and execution of recruitment 
and selection, employment contracts and contractual changes working with 
the HR Business Partners for the relevant school. 
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• To check that shortlisting and interviewing has been completed correctly to procedure. 

• To work with the HR Business Partner to develop and implement creative recruitment solutions for 
hard to fill posts, aiming to fill all vacancies first time. 

• To undertake data analysis regarding recruitment and selection.  

Appointments 

• To draft offer letters and contracts of employment, ensuring that all offers of employment are 
subject to appropriate checks and that any contract issued is 100% accurate. 

• To carry out pre-employment checks and follow up clearances to ensure that all clearances are 
obtained (including DBS, right to work, prohibition from teaching, medical clearance, confirmation 
of qualifications and so on), liaising with the HR Business Partner for the school, and advising the HR 
Manager where there are any problems or concerns. 

• To complete the single central record for all new starters. 

• To monitor safeguarding guidelines for recruitment to ensure that processes always adhere to the 
requirements of Keeping Children Safe. 

• To complete LGPS Pension Starter forms for Derbyshire and Nottinghamshire County Council 
schemes, informing payroll and keeping records on file. 

• To liaise with the relevant HR Business Partner member to pass on the new starter file for retention in 
the school once the recruitment process is complete. 

Contractual changes 

• To process all documentation associated with any employment or contractual changes throughout 
the employee lifecycle, ensuring that documentation and pay is 100% accurate and that up-to-date 
signed contracts are completed. 

• To process leavers, including making payroll changes, with 100% accuracy and informing relevant 
agencies. 

Other duties 

• Answering the HR group email inbox. 

• To support the team with running a variety of reports to undertake data analysis. 

• To support the team by note taking at casework meetings.  

• To contribute and participate toward the HR improvement plan. 
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Notes 

This document is an overview of the role. The responsibilities will include but will not be limited to those 
listed above and it is anticipated that the role will evolve over time and as such the duties may change. 

This document does not form part of the contract of employment.  

It is an offence to apply for this role if you are barred from engaging in Regulated Activity 
relevant to children. 

This post will have regular contact with children and as such a satisfactory enhanced disclosure from 
the Disclosure and Barring Service (DBS) with a Children’s Barred List Check is required as a condition 
of employment.  

In accordance with the statutory guidance Keeping Children Safe in Education (KCSIE), an online search 
will be conducted as part of due diligence on shortlisted candidates to identify incidents or issues that 
may have happened, and which are publicly available online, which we may need to explore with 
shortlisted candidates. 

Candidates for management positions will also require a satisfactory Section 128 check. 
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PERSON SPECIFICATION 
Role: Recruitment and Contracts Coordinator (Maternity Cover) E/D A I 

Qualifications & Training 

1 Minimum of Level 2 in English and Maths. E ✓  

2 CIPD Level 3 or willing to achieve. D ✓  

Experience 

3 Previous experience of Microsoft Office applications. E ✓  

4 Previous administrative experience. E ✓  

5 Experience of working in a school setting. D ✓  

6 Demonstrable success in managing multiple recruitment and selection campaigns. E ✓ ✓ 

Knowledge & Understanding 

7 An understanding of the mission and values of the Trust. E ✓ ✓ 

8 An understanding of safeguarding issues and promoting the welfare of children. E  ✓ 

9 Understand the importance of confidentiality in this role. E  ✓ 

10 Basic understanding of employment law. E ✓ ✓ 

11 Understands the requirements of new employee checks and Keeping Children Safe in 
Education. 

D ✓ ✓ 

Skills & Abilities  

12 Ability to form and maintain appropriate professional boundaries with children. E  ✓ 

13 Highly competent IT skills. E ✓ ✓ 

14 Strong customer service skills. E ✓ ✓ 

15 Has initiative and can work independently. E ✓ ✓ 

16 Strong attention to detail. E ✓ ✓ 

17 Has the ability to communicate effectively to a range of people including staff, members 
of the Senior Leadership Teams and candidates. 

E  ✓ 

18 Is able to plan, organise, prioritise and manage their time effectively. E ✓ ✓ 

19 Clear and accurate written communication skills. E ✓ ✓ 

20 Confident verbal communication skills. E  ✓ 

Personal Attributes 

21 Will always maintain confidentiality. E  ✓ 

22 Positive and enthusiastic with a drive to improve. E  ✓ 

23 Able to build positive relationships with colleagues with the Central team and Schools. E  ✓ 

Other  

24 A commitment to uphold and promote equality of opportunity.  E  ✓ 
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HOW TO APPLY 
 

MyNewTerm is our recruitment platform so please go to https://mynewterm.com/trust/The-Two-

Counties-Trust/16093 to apply for this role online. 

If you do not wish to apply online you can request an application form from HR@ttct.co.uk to be 
returned via e-mail. 

Please ensure that you set out in your application on no more than 2 sides of A4, why your experience 
and ambition is a good fit for the role of Recruitment and Contracts Coordinator (Maternity Cover) 
within The Two Counties Trust. 

In order to comply with Safeguarding requirements, you must complete either an application form or 
apply online via MyNewTerm. We cannot accept a Curriculum Vitae as an application for this post.  

Please note that we receive a large number of applications and so unfortunately cannot provide 
feedback to everyone. If you have not been contacted within four weeks of the closing date you 
should assume that your application has not been successful on this occasion. 

 

Applications must arrive by:  Midday Thursday 24 September 2026 

Interviews will be held on:   Monday 05 October 2026 

https://mynewterm.com/trust/The-Two-Counties-Trust/16093
https://mynewterm.com/trust/The-Two-Counties-Trust/16093
mailto:HR@ttct.co.uk
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