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JOB DESCRIPTION

	1. Information about the job holder


Post Title:


HR & Finance Co-ordinator
Responsible to:

School Business Manager 
Hours of work:

37 hours per week, 39 school weeks per year 
Salary: 


Grade H 
	2. Main purpose of job / Overview


The role of HR & Finance Co-ordinator is designed to provide a high quality, efficient HR and financial service for the school, providing effective administrative support for the employee lifecycle including recruitment, payroll, employee records and operational HR. The critical purpose of this role is to undertake safer recruitment checks and accurately maintain the Single Central Register to ensure compliance. The role will also include financial administration. The postholder will support the School Business Manager in all finance and HR-related matters and be a first point of contact to support colleagues, SLT and external agencies as appropriate. 
	3. Main Duties and Responsibilities:


HR ADMINISTRATION
1. Deliver an end-to-end recruitment process in accordance with the required procedures, including onboarding successful candidates. 
· To include raising advertisements, preparing interview documents, managing timelines, seeking references, and completing recruitment checks.  
· Shredding unsuccessful applications after 6 months. 
· Liaise with IT team regarding new starters and leavers accounts.
· Maintain and distribute fobs and ID badges to staff.
· Coordinating and completing employee exit interviews
2. Accurately maintain the Single Central Registers (SCR) in accordance with legal requirements, advising the School Business Manager of compliance issues as appropriate
· Ensure ongoing compliance with regulations and policies in relation to areas such as Right to Work, DBS, liability insurance and similar 
3. Assist SLT in managing employee absence in line with the WNC policies 
· Completing return to work interviews with employees

· Ensure self-certifications / fitness statements are received
· Ensure absence is logged timely and accurately in Edupay and SIMS (monthly) 
· Analyse staff absence, identifying when triggers have been reached 

· Submitting Occupational Health referrals where needed.

· Complete informal absence reviews and work with SLT to address and escalate as appropriate
· Minute formal absence management meetings
4. Assist with the Induction and Probation of new employees
· Ensure there is a master copy of the HR induction pack and Staff Induction pack available in the office.
· Complete Employee Health Management Plans and Risk Assessments 
· Providing administrative support for managers during induction and probation periods, ensuring key dates and required actions are adhered to in accordance with school policies
5. Managing the employee lifecycle

· Monitoring staff working patterns 
· Maintain staff training database
· Input and ensure all staff-related electronic records and management information system data is accurate, up to date and compliant at all times, and stored in accordance with data protection requirements. This includes Sign in App, Edupay, SIMs etc.

· Process personnel paperwork and update databases for any contract or employment changes, including pay increases and pensions.
6. Coordinate Governor, Agency, Volunteer and Student and Contractor onboarding and HR paperwork 
7. Deliver all administrative tasks to ensure the smooth operation of the HR function within the school and provide general administrative support on HR related matters where required 

· Provide administrative support with employee relations cases (including minute taking) 
· Support the School Business Manager with additional tasks such as Flexible Working Requests 
· Provide administrative support for the appraisal process for teaching and support staff as needed 
· Provide support with staff related compliance audits and school inspections. 
· Contribute to continuous improvement of HR related systems, policies, and processes as directed, and assist with the school’s implementation of those 
· Be the first point of contact for school staff regarding application and operation of HR policies and procedures, signposting or referring onwards as required
PAYROLL ADMINISTRATION
1. To support the School Business Manager with monthly payroll processing to include gathering and inputting employee data into the payroll systems, ensuring this is accurate and up to date.  

2. Provide an initial response to staff on pay and benefits queries, signposting to available sources of information and/or referring to the School Business Manager as appropriate.  

3. Assist the School Business Manager to ensure accurate implementation of annual pay reviews or similar tasks
FINANCE ADMINISTRATION
1. Complete financial administration tasks

· Raising Purchase Orders and ordering resources, maintenance equipment and stock
· Processing Invoices
· Preparing BACS payment runs and cheques

· Termly reconciliation of Petty Cash and Banking
· Raising Invoices on Accounts Receivable 
· Processing free school meal vouchers
· Monitoring outstanding purchase orders and liaising with suppliers.
· Assisting the School Business Manager with financial returns including Bank Rec, VAT returns etc.

Other 
1. Assist with the maintenance of the school website and social media pages
2. General administration including filing, photocopying, shredding, production of letters, documents and reports.
3. Actively promote the safety and welfare of our children and young people 
4. Maintain high levels of confidentiality and data protection, working with sensitive information appropriately
5. Consult with colleagues and external contacts at all levels of seniority with confidence, tact, and diplomacy 
6. Participate in the performance and development processes
7. Comply with individual responsibilities for Health & Safety in the workplace
8. Ensure all duties are completed in accordance with the school’s Equal Opportunities policies
This job description is not an exhaustive list, and you will be expected to conduct any other reasonable tasks as directed by your line manager to support HR and finance related matters as well as wider school activities. This job description will be reviewed as and when required.

Signed: __________________________

Signed: __________________________ Headteacher
HR & Finance Officer
PERSON SPECIFICATION

	ESSENTIAL
	DESIRABLE

	Qualifications

	· Good level of general education; GCSE English and Maths or equivalent of grade C and above
	· CIPD Level 3


	Experience

	· Experience of working in HR and / or Finance
· Experience of using management information systems

· Experience in administration, ideally in an educational setting

	· Experience of education IT systems e.g. SIMS, Edupay.
· Experience of working within a school setting
· Experience of carrying out recruitment and compliance checks

	Knowledge, Skills and abilities

	· Excellent attention to detail

· Understanding of safeguarding within a school

· Understanding of data protection and confidentiality awareness

· Strong interpersonal and communication skills, with the ability to communicate effectively with a diverse range of people, establishing and maintaining effective working relationships.

· Excellent written and verbal communication skills. 
· Strong IT skills including the use of Microsoft applications
· Able to work independently, scheduling own workload but also able to work within the team

· Able to problem solve and seek appropriate help

· Enthusiastic and proactive, keen to embrace new ideas and challenges

· Ability to remain calm under pressure.


	· Understanding of equalities standards and diversity issues and impact in immediate work and service area




