JOB DESCRIPTION
	TITLE:
	Administration/Human Resources Assistant

	
	

	SCHOOL:
	Chantry Primary Academy

	
	

	RESPONSIBLE TO:
	Office Manager

	
	

	GRADE:
	L3


PURPOSE OF POST: 

To provide administrative support to the school community.
Headteacher

|

Office Manager

|

Administration/Human Resources Assistant

ORGANISATION CHART
PRINCIPAL RESPONSIBILITIES:







	1.
	To provide a reception service to school including: 
· Managing the car park and main pedestrian access gates.

· Assisting visitors and pupils to sign in and out appropriately. 
· Ensuring safe passage to class for pupils and directing visitors to the appropriate area. 
· Managing late arrival of pupils including taking lunch orders and communicating this to the kitchen.

· Dealing with deliveries and informing staff. 
· Taking and receiving telephone messages.

· Dealing with incoming and outgoing mail.
· Supporting parents with administrative areas such as accessing letters, communications systems, uniform etc.

	

	2.
	Support the office manager in the maintenance of the school’s computerised pupil information system.

	

	3. 
	Support class teachers with photocopying, organisation of resources, and other administrative requirements.


	

	4.
	Undertake general administrative duties including opening and distribution of mail, filing, photocopying, faxing, emailing etc.


	

	5.
	Operate computerised information and communications systems, in line with good practice, to support the effective administration and management of the school.  These systems currently include:

· Arbor
· Relish

· Digital sign in system for pupils, visitors and staff

· Access control systems 
· Child Protection systems (CPOMS)

· Electronic school diary and filing system – Google
	

	6.
	Working closely with the Headteacher and Trust HR Services Manager and in full liaison with the Office Manager, provide a full administrative service in HR related matters including:

· Communicate HR related processes to school staff, i.e. leave of absence, training bookings, timesheets, sickness reporting, etc. 

· Act as the main point of contact for staff to report ongoing absence/return to work, in accordance with the school’s process
· Log staff absence on the school's MIS

· Monitor staff absence against trigger points, liaising with school leaders to ensure the sickness absence procedure is followed

· Log staff training on the school's MIS

· Ensure timesheets are completed accurately prior to processing

· Ensure leave of absence forms are completed accurately, monitoring staff entitlement to paid leave against policy and staff records to inform school leaders

· Enter leave of absence onto the school's MIS system

· Liaise with Trust HR to process unpaid leave variances for payroll purposes

· Liaise with Trust HR to process timesheets

· Act as note taker in HR related meetings

· Work closely with the Trust's HR manager to ensure payroll information is accurate
· Provide support to the school to ensure effective recruitment on interview days, including: welcoming candidates on arrival, checking ID and certification, where necessary, organising candidate recruitment activities, booking rooms and co-ordinating the smooth implementation of the interview schedule
· Undertake relevant HR related training

· Keep abreast of HR updates and liaise with Trust HR to inform school leaders of significant change


	

	7. 
	Under the direction of the Office Manager, provide administrative support in: 
· The organisation of school trips and visits and other events.

· The organisation of extra-curricular clubs and out of school hours activities.

· Communication in relation to Nursery admissions processes.


	

	8.

	Provide cover for medical needs, as required, including:

· Administering basic first aid, seeking further advice from other first aid staff in school, the school nurse or contacting emergency services if necessary.

· Contacting parents in the event of injury or sickness.

· Maintaining all necessary records of incidents on CPOMS, Assessnet, Smartlog etc.  
· Communicating with school staff as necessary.

· Take part in training including First Aid


	

	9.
	Any other reasonable administrative duties commensurate with the role, as required or as directed by the Headteacher.
	


DIMENSIONS:
Supervisory Management:
None 

Financial Resources:
None 

Physical Resources:

Office , ICT equipment 

Other:



CONTEXT:  All support staff are part of a whole school team.  They are required to support the values and ethos of the school and school priorities as defined in the School Improvement Plan.  This will mean focussing on the needs of colleagues, parents and pupils and being flexible in a busy pressurised environment.

Because of the nature of this job, it will be necessary for the appropriate level of criminal record disclosure to be undertaken. Therefore, it is essential in making your application you disclose whether you have any pending charges, convictions, bind-overs or cautions and, if so, for which offences. This post will be exempt from the provisions of Section 4 (2) of the Rehabilitation of Offenders 1974 (Exemptions) (Amendments) Order 1986. Therefore, applicants are not entitled to withhold information about convictions which for other purposes are ‘spent’ under the provision of the Act, and, in the event of the employment being taken up, any failure to disclose such convictions will result in dismissal or disciplinary action by the Authority. The fact that a pending charge, conviction, bind-over or caution has been recorded against you will not necessarily debar you from consideration for this appointment. 

Physical Effort:

Working Environment:

The School is committed to safeguarding and promoting the welfare of children and expects all staff to share this commitment. Applicants must be willing to undergo child protection screening appropriate to the post, including checks with past employers and the Criminal Records Bureau.

Person Specification

This acts as selection criteria and gives an outline of the types of person and the characteristics required to do the job.

__________________________________________________________________________

Essential (E) :-  without which candidate would be rejected

Desirable (D):- useful for choosing between two good candidates.

	Please make sure, when completing your application form, you give clear  examples 

of how you meet the essential and desirable criteria.

	Attributes
	Essential
	How Measured
	Desirable
	How Measured

	Experience


	Demonstrable work experience in a general office environment including working within administrative and financial procedures. 

Experience of having worked in a school setting 

Demonstrable experience of using word-processing, spreadsheets, databases and IT packages.
	1,2,3
1,2

     1,2,3
	Experience of using Arbor

	1,2


	Skills/Abilities


	Excellent spoken English and face to face communication skills 

Demonstrable organisational skills –able to manage periods of heavy and conflicting demands 

In depth word processing skills- able to produce a wide range of complex documents 

Able to maintain accurate manual and computer based records 

Able to organise own workload and that of others as appropriate 

Able to work to strict deadlines and targets 

Able to deal politely and tactfully with a wide range of people 

Understanding of First Aid and willingness to complete qualification


	1,2

1,2

1,2

1,2

1,2

1,2

1,2

    1,2
	 First Aid qualification
	 

	Competencies
	Able to form appropriate

relationships with young people
	1,2
	
	

	Equality Issues


	Able to recognise some forms of discrimination, which commonly exist. 
	1,2
	
	

	Specialist Knowledge

	
	
	An awareness of HR procedures in school and willing to train further 
	1,2,4

	Education and Training


	English GCSE and RSA Office  or equivalent qualification or equivalent experience.


	1,2,4
	
	

	Other Requirements


	Willing to adjust at short notice, the  tasks and activities undertaken to meet the changing demands and priorities during work periods.


	1
	
	


( 1 = Application Form    2 = Interview    3 = Test    4 = Proof of Qualification    5 = Practical Exercise )

We will consider any reasonable adjustments under the terms of the Disability Discrimination Act (1995),  to enable an applicant with a disability (as defined under the Act) to meet the requirements of the post.

The Job-holder will ensure that Luton Borough Council’s policies are reflected in all aspects of his/her work, in particular those relating to; 

(i)    Equal Opportunities

(ii)   Health and Safety

(iii)  Data Protection Act (1984 & 1998)

The School is committed to safeguarding and promoting the welfare of children and expects all staff to share this commitment. Applicants must be willing to undergo child protection screening appropriate to the post, including checks with past employers and the Criminal Records Bureau.


