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ROWAN GATE PRIMARY SCHOOL

JOB DESCRIPTION – HR Assistant

Responsible to:  Strategic Headteacher via the School Business Manager & HR Manager
 
Hours: 37 hours per week (working hours to be agreed locally) over 40 weeks per year
 
Location: Primarily based in Rushden with the requirement to work across all the school sites 

Purpose of the Role 

The main responsibility of the HR Assistant is to provide operational HR support to the HR Manager and to assist with the development of the HR function by implementing policies and supporting HR projects and initiatives.  The HR Assistant will support the delivery of all HR processes within the school efficiently, accurately, and in compliance with statutory and school requirements. The post holder will make full use of the school’s recruitment portal to manage and streamline recruitment activities.

To ensure confidentiality of information, including the safeguarding of information about current, past and prospective employees, to ensure the privacy and confidentiality of personnel information, subject to any legal right of employees in respect of information relating to them. 

Under the direction of the HR Manager, the post holder will co-ordinate the employee life cycle at school level which includes sick absence, pay, general terms and conditions and providing support to manage low-level HR queries. 

Key Responsibilities and Accountabilities

Recruitment, Appointments, and Leavers
Understand and be compliant with statutory guidance for schools, including Keeping Children Safe in Education.
Administer recruitment and exit processes in line with school policies, maintaining accurate records and safeguarding checks, escalating any areas of concern to the HR Manager.
Manage all recruitment activities through the school’s recruitment portal, including posting vacancies, preparing recruitment materials, tracking applications, coordinating interview schedules, maintaining candidate records, and handling candidate communications.
Carry out clearance appointments with all new recruits, ensuring appropriate paperwork and Safer Recruitment processes are followed when obtaining documentation and completing checks, including DBS checks. 
Maintain personnel files and payroll records securely, ensuring GDPR compliance.
Facilitate the induction of new staff by ensuring all relevant departments (Finance, Site, Front Office, and Admin) are promptly informed to coordinate system access, workspace setup, and onboarding support, enabling a smooth integration into the school. 
Enter new staff, changes to contracts, and resignations into the school's Management Information System and on the HR portal. 

Employee Lifecycle

Monitor probation periods, send reminders to line managers, and ensure documentation is completed.
Administer maternity, paternity, adoption, and shared parental leave processes, including risk assessments and KIT Day tracking.
Circulate Statement of Particulars, contract change letters, and confirmation of receipt of resignation letters to staff when received from our HR provider. 
Issue contracts, calculate pay rates, and process payroll changes via EPM.
Update HR-related data in MIS systems, including staff absence and contract changes.
Prepare and draft references requested by ex-employees/current employees and distribute as required. 
Update staff records in case of promotions or role changes. 
Support HR Manager with capability and performance management timelines, drafting letters and taking notes in formal meetings.

Absence Management

Manage staff absence records by updating the School’s MIS (SIMS) and HR portal (EPM), ensuring all required information is complete by liaising with Heads of Provision, and following up on missing self-certification forms or medical certificates.
Monitor the completion of return-to-work meetings and documentation. 
Arrange occupational health appointments and manage special leave requests in line with policy.
Support the HR Manager with the administration element of implementing the School attendance policy by arranging meetings, sending letters, and emails as requested. 
Log absence insurance claims in line with the excess period and within the agreed time limits. 
Payroll Administration

Process overtime and casual staff claims via EPM.
Ensure salary changes are documented and meet audit requirements.
Provide payroll records for audit purposes.
Provide a link with our HR/Payroll providers to obtain pay status information for staff on long-term sickness absence. 

Other HR Duties

Act as first point of contact for staff queries on HR, pay, and contracts, escalating to HR Manager where necessary.
Support disciplinary and grievance processes by preparing paperwork and taking accurate minutes.
Coordinate exit interviews and securely archive personnel files.
Promote staff wellbeing initiatives, including the Employee Assistance Programme.
Contribute to HR meetings and training as required.
Update the Single Central Record as required
Co-ordinate and manage booking of agency staff as required
Provide flexible support to administrative teams across the school


The post holder will undertake any other duties commensurate with the grade of the post, in consultation with line manager.

This job description is subject to review and may be changed following consultation with the post holder. It is not a comprehensive statement of procedures and tasks but sets out the main expectations of the School in relation to the post holder’s professional responsibilities and duties.
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