Person Specification – HR Assistant

												Essential				Desirable
Qualifications & Training
GCSEs (or equivalent) including English and Maths						✅
CIPD Level 3 or working towards	 												✅
Safer Recruitment training (or willingness to undertake)						✅

Experience
Experience in an administrative role, preferably within HR						✅
Experience of working a school or educational setting						✅
Experience using HR Systems and SIMS (School Management Information System)							✅
Experience supporting recruitment processes												✅
Experience preparing payroll data or liaising with payroll providers										✅

Knowledge & Skills
Understanding of HR processes and employment legislation basics				✅
Awareness of safeguarding principles (Keeping Children Safe in Education)			✅
Knowledge of GDPR and confidentiality in handling personal data					✅
Knowledge of payroll processes and absence management					✅
Strong IT skills, including MS Office 								✅
Excellent written and verbal communication skills							✅
Ability to manage multiple tasks and meet deadlines						✅
	
Personal Attributes
High level of discretion and confidentiality								✅
Strong attention to detail and accuracy								✅
Proactive and able to work independently							✅
Team player with a flexible and positive attitude							✅
Willingness to travel between school sites if required						✅
