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Principal’s Welcome  
 

The City of London Academy Southwark (CoLA-S), has been recognised as one of the most 

improved schools in the country at both GCSE and A-Level, and now sits in the top 20% for 

progress and attainment for both. In the five years from Summer 2019 to Summer 2024, A-Level 

A*-B outcomes have improved from 36% to 60%, a jump in ALPS progress scores from 7 to 3. At 

GCSE, the academy’s progress score has improved by +0.97 to a P.8 in 2024 of 0.48. In this time, 

En/Ma 5+ outcomes have also improved from 36% to 63%. The academy is transforming the life 

chances of our students; but we’re not done yet. In the summer of 2027, the academy’s target is to 

be in the top 1% nationally for A-Level and GCSE outcomes.  

How we’ve achieved this transformation is important to understand if you are considering working 

with us. Students thrive because we have instilled a nurturing, but highly academic and ambitious 

environment. The walls of the academy are adorned with the images of the most successful past 

students. On a termly basis, we celebrate the top academic performer alongside the most 

improved academic performer, in every year group, every term, in a whole school assembly. We 

live out the Trust-wide approach to running a ‘Warm/Strict’ school, with our own mantra of ‘Good-

Vibes/High-Expectations’. Therefore, if you want to work in a positive, open and supportive 

environment to change young people’s lives for the better, then look no further.  

However, in order to flourish as a colleague at CoLA-S, you need to be prepared to work hard, 

embrace feedback, and live out our guiding value of Integritas on a daily basis. To us, Integritas 

means doing the right thing and owning your mistakes. Every half-term we anoint one student from 

the CoLA-S community our ‘Integritas winner’; the most highly prized accolade available to 

students. With it comes lunch with the Principal, the prestigious Integritas tie, and a life-time of 

respect. We expect our colleagues to live out this value to its fullest extent. 

Our success has also been built upon rigorous planning. Our academic curriculums are built from 

threshold concepts specific to the subject discipline whilst the pastoral curriculum develops the 

whole child, enabling them to understand their role in a global world. This resonates with the 

academy’s purpose; the Exploration of Life, as we know our students must leave CoLA-S fully 

abreast of the best of what has been thought, said and written from our collective humanity. 

 

By joining CoLA-S you will become a part of the City of London family which includes over twenty 

other schools across the private and state sector as well as many guilds and organisations. We are 

sponsored by the City of London Corporation, an elected body that looks after the business district 

around St Paul’s. Our relationship with the City fosters collaboration with exceptional educators 

across our affiliated schools. 

The City of London Academy is well respected by the Bermondsey and Rotherhithe community. 

We are proud of what we have to offer and invite you to find out more. We would encourage you to 

contact the academy and see what is happening on the ground.  

 

Michael Baxter, Principal  



 

 
 
Post: HR Administrator 
 
Accountable to:  HR Lead/Manager 
 
Post Type: Permanent 
 
Grade/Range: JE3 Scale points 6 -10 
 
Salary: £31,086-£33,384 
 
Working Pattern: Full time, 35 hours per week, Monday –Friday 8am-4pm, 52 weeks a year 
                                            This role is required on site, there is no home-working 
 
Location:  City of London Academy, Southwark 
 
Disclosure Level:  Enhanced DBS  
 
Job Purpose To provide high-quality, efficient administrative support across the full HR lifecycle, ensuring 
accurate records, compliant processes, and excellent service to all colleagues and leaders. The postholder 
will be central to safer recruitment, on boarding, HRIS data integrity, payroll administration, and employee 
lifecycle updates, supporting a positive, inclusive culture and safeguarding outcomes across the academy. 
 

 

Key Accountabilities  
 

Safer Recruitment & On boarding 

 Coordinate end-to-end recruitment administration including job adverts, candidate packs, 

candidate tracking, interview arrangements, and all relevant communications. 

 Conduct pre-employment checks in line with Safer Recruitment and KCSIE including right to work, 

enhanced DBS with barred list, references, medical clearance, qualifications, teacher prohibition 

checks, Section 128 where applicable. 

 Prepare offer letters, contracts; issue on boarding documentation; set up HR files digital and paper. 

 Maintain and update the Single Central Record (SCR) accurately and in real time; conduct regular 

audits and escalate discrepancies. 

 Arrange induction schedules and mandatory training including safeguarding, data protection, 

sexual harassment, health & safety 

 
HR Information Systems & Records 

 Maintain accurate staff records on Bromcom, and payroll and any other local systems such as sign 

in and exit systems, including new starters, leavers, contractual changes, and personal details. 

 Ensure data integrity and version control for personnel files; support GDPR-compliant storage and 

retention. 

 From the relevant system produce routine and for absence, head count, training compliance, 

leaders as required. 

      

  

Human Resources Administrator- Job Description 
 

 

- 



 

 To support with the co-ordination of the academy’s School Workforce Census annual return 

 
Payroll  

 Process HR changes for payroll cut-off for overtime, new starters, and leavers. 

 
Absence & Wellbeing 

 Record and monitor staff absence on Bromcom and Payroll; ensure timely return-to-work 

documentation and escalation pathways. 

 Support occupational health referrals and wellbeing initiatives, scheduling and documentation as 

directed. 

 
 
Learning & Development / CPD 

 Annually administer mandatory training tracker ensuing completion of statutory training, sending 

reminders as appropriate and proving compliance reports to leaders. 

 Support wider CPD logistics (bookings, attendance, certificates, registers). 

 
Customer Service & Culture 

 Provide timely, professional, and confidential HR administrative support to colleagues. 

 Support HR projects and continuous improvement initiatives across the academy and trust. 

 
HR Administration & compliance 

 Draft routine HR letters and documentation including probation outcome, contract variations, 

salary statements, performance management, starters, leavers, flexible working, and responding to 

received reference requests. 

 Assist with Trust led internal audits as required and external inspections providing data from 

systems as required 

 Clerk meetings including matters relating to case work. 

 Uphold and promote safeguarding policies and safer recruitment practices at all times. 

 Ensure compliance with KCSIE, Education Act, employment law, academy/trust policies, and GDPR. 

 Champion equality, diversity, and inclusion and contribute positively to staff experience and culture 

 
Other  

 To work in collaboration with the COLAT Central HR team as appropriate. 

 To cover for absent colleagues in the wider admin team and undertake other duties commensurate 

with the grade. 

 Support the Local Finance and Operational Lead as required 

 Attend staff meetings and training courses, conferences, seminars or other meetings as required by 

own training needs and the needs of the Trust. 

 Ensure that confidentiality is maintained and in line with agreed policies and protocols. 

 Ensure that statutory responsibilities are maintained, e.g. Data Protection and Freedom of 

Information. 

Confidentiality 

 Ensure that confidentiality is maintained and in line with agreed City of London policies and 

protocols. 

 Ensure that statutory responsibilities are maintained, e.g. Data Protection and Freedom of 

Information. 



 

 
 
 
 
 
Safeguarding Children 
COLAT is committed to safeguarding and promoting the welfare of children and young people. We expect all 
staff to share this commitment and to undergo appropriate checks, including enhanced DBS checks. We also 
expect full compliance with all statutory policies and procedures on safeguarding and child protection. 
 
English Duty 
This role is covered under part 7 of the Immigration Act 2016 and therefore the ability to speak fluent spoken 
English is an essential requirement for this role.  
 
Confidentiality 
We expect all staff ensure that confidentiality is maintained and work in line with agreed City of London 
Academies Trust’s policies and protocols. Staff are also expected to maintain statutory responsibilities e.g. 
Data Protection and Freedom of Information. 
 
General  
The above responsibilities are subject to the general duties and responsibilities contained in the Statement 
of Conditions of Employment. 
 
The duties of this post may vary from time to time without changing the general character of the post or level 
of responsibility entailed.  Undertake any other duties which may be reasonably assigned and regarded as 
within the responsibilities of the post, subject to the proviso that any changes of a permanent nature shall 
be incorporated into the job description in specific terms.  
 
The post holder will be expected to have an agreed flexible working pattern to ensure that all relevant 
functions are fulfilled through direct dialogue with the Standards Team. 
 
 
  



 

 
  

Our Values and Vision  

The City of London Academies Trust, sponsored by the City of London Corporation, aims to provide high-

quality education for students and pioneer educational innovation. We are driven by the ambition to 

provide world-class experiences and deliver exceptional educational outcomes for the young people we 

serve.   

  

All City of London schools and academies draw upon the traditions, institutions, heritage and historical 

successes of London to furnish each of their diverse communities with life-transforming learning 

experiences. In doing so, we believe that the young people we serve develop into successful, 

compassionate young adults, who make a positive contribution to their local, national and global 

communities.   

  

Our schools are characterised by a common understanding of what makes outstanding schools, based on 

five key principles which are known as our 'Foundations of Excellence’.  

  

Our Staff  

Our staff have high expectations, are consistent and driven to provide the best teaching and opportunities 

for our students. Teachers work in a well-disciplined environment where they are able to teach creative 

and engaging lessons, and all staff are given exciting opportunities to develop and learn from exceptional 

practitioners.  

  

Equal Opportunities  

The postholder will be expected to carry out all duties in the context of and in compliance with the 

academy Equalities policies.  

  

 

  

 Essential Desirable 

Qualifications 

CIPD Level 3 (or working towards); HR-related qualification  ✓ 
Grade 4+ or Grade C or above in English and Maths GCSE  ✓  

Experience, Skills and Knowledge 

Experience in a school setting or a Multi Academy Trust  ✓ 
Experience of working in a busy confidential environment or HR 
administrative function 

✓  

Experience of working within a customer focused environment ✓  

Extensive experience of using ICT through data bases and electronic 
communication 

✓  

Experience of using Microsoft Office Suite  ✓  

Experience of setting up and running a range of administrative systems ✓  

Good organisational skills, ability to show initiative and to pay close attention 
to detail 

✓  

Experience of using MIS and HR systems ✓  

  

  Human Resources Administrator - Person Specification 
  



 

Experience of managing payroll changes  ✓ 

Excellent communication skills in writing and orally at all levels ✓  

Ability to maintain confidentiality and work in line with GDPR regulations ✓  

Personal Qualities 

Ability to be trustworthy, professional empathetic and have a service 
orientated approach 

✓ 
 

Ability to engage in cooperative working to help teams achieve goals and be 
resilient under pressure 

✓ 
 

Ability to set and maintain the highest standard of professional relationship 
and behaviour with students and staff 

✓  

Ability to manage high workloads and prioritise tasks ✓  

Ability to be trustworthy, professional empathetic and have a service 
orientated approach 

✓  

Ability to engage in cooperative working to help teams achieve goals and be 
resilient under pressure 

✓ 
 

Other 

Commitment to safeguarding and promoting the welfare of children and 
young people  

✓ 
 

Willingness to undergo appropriate checks, including enhanced DBS Checks ✓  

Motivation to work with children and young people  ✓  

Commitment to safeguarding and promoting the welfare of children and 
young people  

✓  

Ability to form and maintain appropriate relationships and personal 
boundaries with children and young people  

✓  

An understanding of, and commitment to, Equal Opportunities, and the 
ability to apply this to strategic work and day-to-day situations  

✓  

 

 
 
 
 
 
 



 

 

Human Resources Adminstrator  

Permanent, Full time -52 weeks a year 

City of London Academy Southwark 

 



 

 
 
 
 
 
 


