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JOB DESCRIPTION

Job Title:		HR Support Officer

Salary Grade:	Band F

Hours/Weeks	25 hours per week over 5 days. TTO plus 5 days 

Location:	Kenilworth School and Sixth Form and any school sites associated with the Trust

Line Manager:	

Tenure:	 

Core Purpose:

The HR & Payroll Officer will provide an effective, accurate and timely HR and payroll service across the Multi Academy Trust. The postholder will ensure that payroll is processed in compliance with all statutory and contractual requirements, whilst supporting the delivery of high‑quality operational HR services to academies within the Trust.
The role requires close working with school leaders, finance colleagues and external agencies to ensure consistency, compliance and best practice across the Trust. The successful candidate will need to be available to work designated dates in August to cover the monthly payroll.


Principle Responsibilities:




Responsibility for people (other than employees supervised/managed)
The post has considerable impact on the well-being of individuals or groups both directly and through its contribution to the development of policies which have a direct impact on pupils.

Responsibility for staff: 
The post has some responsibility through advising, guiding, directing and co-ordinating the actions of other staff.

Responsibility for budget: 
The post has no direct responsibility for financial resources

Responsibility for physical resources: 
The post has some responsibility for physical resources in terms of record keeping and the maintenance of data in line with GDPR and Data Protection Act.



Typical tasks, duties and responsibilities:


HR Administration
· Support end‑to‑end recruitment processes, including administration of advertisements, shortlisting, references and pre‑employment checks.
· Issue contracts of employment and variation letters in line with Trust policies and conditions of service.
· Maintain accurate HR records and employee data.
· Support absence management processes, probation reviews and employee lifecycle administration.
· Provide first‑line HR guidance to academy leaders and staff, escalating complex matters as appropriate.
· Assist with HR reporting
· Maintenance of digital records
· Completion of HR administration



Payroll
· Process monthly payroll accurately and on time for all Trust employees.
· Collate and input claim forms including overtime, supply, additional hours and other variations to pay.
· Maintain accurate payroll records including starters, leavers and contractual changes.
· Processing of opt‑in/opt‑out documentation and manage pension contribution changes.
· Respond to payroll queries from staff and academies in a professional and timely manner.
· Support year‑end payroll processes including P11Ds and audits where required.



[bookmark: _Hlk42519662]The duties described in this job description must be carried out in a manner which promotes equality of opportunity, dignity and due respect for all employees and service users and is consistent with the Trust’s Equal Opportunities Policy and Code of Conduct.

This job description is intended to provide a broad outline of the accountabilities and responsibilities only. The post holder will need to be flexible in developing the role in conjunction with the line manager. The post holder may be asked to carry out any other delegated duty or task that is in line with their post.

The Trust reserves the right to alter the content of this job description, after consultation, to reflect changes to the job or services provided, without altering the general character or level of responsibility.

Child Protection and Safeguarding:
· Kenilworth Multi Academy Trust recognises the responsibility it has under Section 175 of the Education Act 2002, to have arrangements in place to safeguard and promote the welfare of children.
· As a member of staff, you have a professional duty to operate within this policy and practice to adhere to the Trust’s safeguarding arrangements.

Data Protection:
· To be aware of the Trust’s responsibilities under the Data Protection Act and General Data Protection Regulations for the security, accuracy and relevance of personal data held on such systems and ensure that all administrative and financial processes comply with these as relevant to this role.

Confidentiality:
· You are expected to treat all information acquired through your employment, both formally and informally, in strict confidence.  There are strict rules and protocols defining employee access to and use of the Trust’s databases.  Any breach of these rules and protocols will be regarded as subject to disciplinary investigation.  There are internal procedures in place for employees to raise matters of concern regarding such issues as alleged bad practice or mismanagement.



Signed …………………………………………………..Date…..…..…………………….. 
(Post-holder)


Signed……………………………………………………Date……………..……………….
(Line Manager)
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