	Role
	HR Administrator

	Reporting to
	Head of HR

	Direct reports
	N/A
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	The Role
	The HR Administrator plays a key supporting role within the Trust’s HR team, providing high-quality administrative and coordination support across the full employee lifecycle. Working collaboratively with HR colleagues and schools, the role helps ensure HR processes are delivered accurately, consistently and in line with safer recruitment and employment requirements.
This is a varied role within a fast-paced and evolving environment, supporting the HR team through a period of change and growth. 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.

	

	Key responsibilities 

	
Recruitment & Safer Recruitment
1. Support end-to-end recruitment administration in line with the Trust’s Safer Recruitment Policy.
2. Coordinate pre-employment checks, including DBS, prohibition, right to work and social media checks.
3. Prepare and issue recruitment documentation, appointment letters, and contracts.
4. Advertise vacancies internally and externally and issue recruitment packs as required.
5. Maintain accurate recruitment and onboarding records and trackers.
HR Administration & Employee Lifecycle
6. Input and maintain employee data within HR systems, including contracts, variations, absence, leave, and training records.
7. Process statements of change and contractual amendments.
8. Maintain accurate and confidential HR records.
9. Create and issue routine HR correspondence and documentation.
10. Support note-taking for HR meetings where required.
Payroll, & Data Support
11. Support monthly payroll processes, including claims, contract changes, and absence-related information.
12. Assist with pay award updates within HR systems and employee correspondence
13. Support absence insurance claims administration.
Compliance, Systems & Reporting
14. Support the maintenance of the Single Central Record (SCR) across all Trust locations.
15. Assist with statutory reporting, including the School Workforce Census and external data requests.
16. Support the ongoing development, accuracy and effective use of HR systems 
17. Contribute to process improvements and the development of standard operating procedures (SOPs).
General
18. Create ID badges for new starters and replacements as required.
19. Work collaboratively with HR colleagues, schools, and central teams.
20. Undertake other reasonable HR administrative duties in line with the needs of the service.

	

	Person Specification
	Desirable/ Essential
	Demonstrated Experience (Application, Interview, Both)

	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
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	Experience
	· Experience working in an administrative and/or people-facing role, supporting processes coordinating tasks, and providing a high standard of service
· Practical understanding of working within processes, procedures, or compliance-based environments.
· Experience working in a fast-paced, reactive environment with competing priorities.
· Experience handling sensitive or confidential information with professionalism and discretion
· Experience of using Microsoft Office Packages, including Excel 
· Experience supporting HR, payroll, or recruitment administration.
· Experience supporting safer recruitment processes and pre-employment checks.
· Experience working in an education, public sector, or multi-site organisation.
· Exposure to employee relations processes in a supporting or administrative capacity
	E



E


E

E


E

D

D


D

D
	A



A


B

B


A

A

A


A

B

	Knowledge and Skills
	· Strong team player with takes accountability for their own tasks and has the ability to manage competing priorities and meet deadlines.
· Confident communicator with the ability to build positive, professional working relationships.
· Ability to adapt to change and respond positively to new ways of working.
· Willingness to get stuck in, show initiative, and give new tasks, systems, or processes a go.
· Problem-solving skills, with the ability to identify issues and contribute to improvements
· Experience using HR/administration software and systems 
· Confidence supporting colleagues with systems, processes, or administrative queries.
· Knowledge and understanding of Single Central Records (SCR) 
· Experience creating, reviewing, or maintaining standard operating procedures (SOPs) or process documentation.
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	Personal Qualities
	· Approachable, personable, and people-focused able to build effective working relationships within the Trust, across agencies, and in the wider community
· Resilient, calm under pressure, and comfortable with reactive work.
· Practical and solutions-focused, with a positive and proactive mindset. 
· Adaptable, proactive, and willing to learn new systems and processes
· Genuine interest in supporting people at work and contributing to a positive workplace culture.
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	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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