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Fountain Head House School
		
	JOB TITLE
	HR Administrator

	REPORTS TO
	Human Resources Manager

	HOURS
	35 hours per week
Times to be confirmed by the school and subject to change

	SALARY
	£ 22,119.75

	HOLIDAYS
	Term time only (39 weeks term time plus 4.2 weeks holiday)



About the role
We are seeking a highly organised and detail‑oriented HR Administrator to support the effective management of our people processes. The role is responsible for maintaining accurate and up‑to‑date employee records across our HR Management Information System (HR MIS) and employee files. You will play a key part in ensuring statutory and organisational compliance by managing HR documentation and supporting the smooth running of HR administrative activities.

This post is subject to satisfactory references and DBS checks
Fountain Head House School is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.

All staff must have due regard for safeguarding and promoting the welfare of children and young people and to follow the FHHS - Child Protection and Safeguarding Policy. 

As the Exceptions (Amendment) Order 1986 to the Rehabilitation of Offenders Act 1974  applies to this position, the postholder will be required to apply for an Enhanced Disclosure from the Criminal Records Bureau.
In line with KCSiE, FHHS conducts online searches on shortlisted applicants on main internet search engines as part of safe recruitment due diligence. This does not include social media platforms. 


JOB DESCRIPTION 


Job Purpose 

To provide efficient, accurate, and compliant HR administrative support to the school, ensuring robust safer recruitment, effective staff lifecycle management, and high‑quality HR records in line with education legislation, SEND requirements, and school policies.

Areas of Responsibility and key Tasks 

HR Administration & Employee Lifecycle
· Maintain accurate electronic and paper personnel files in line with GDPR.
· Under the guidance of the HR Manager, issue contracts, statements of particulars, contract variations, and confirmation letters.
· For payroll purposes, process changes to hours, roles, pay.
· Support absence management administration, including sickness and return‑to‑work documentation.
· Support leaver processes, including exit paperwork and payroll notifications.

Safer Recruitment & Onboarding
· Support the HR manager to administer end‑to‑end safer recruitment processes in line with Safer Recruitment guidelines.
· Under the guidance of the HR manager prepare  interview documentation and interview arrangement.
· Obtain and verify pre‑employment checks  
· Support the HR manager to maintain the Single Central Record (SCR) accurately and in real time.
· Coordinate the induction processes for new starters, including safeguarding and SEN‑specific training on our online training platform.

Compliance & Record Keeping
· Ensure HR processes follow the required legislation regarding: 
· Employment law
· Education regulations
· Safeguarding legislation
· Update the training workbook on mandatory training compliance, running training reports when required. 
· Support policy implementation and keep records up to date.

General Admin & Team Support
· Support HR projects and initiatives as required.
· Assist with workforce data reporting.
· Contribute to a positive, inclusive, and supportive staff culture within a SEN environment.
· Respond professionally to HR queries with confidentiality and discretion.
· Support the HR Manager with HR documentation for meetings, processes, and casework.
· Support front-of-house work at reception as part of either timetabled rotation or when required for specific reasons.
· Support whole school events if required. 

Safeguarding and Wellbeing Responsibilities
The postholder
· has a responsibility for promoting and safeguarding the welfare of children and young people.
· Must adhere at all times to the school’s safeguarding policies and procedures.
· Will receive appropriate safeguarding training and is expected to maintain a high level of vigilance and professional conduct.

Work demands and expectations
· To act in a flexible and positive manner and to continually review effectiveness of programmes for pupils. 
· To maintain a positive approach to working with pupils who have a variety of additional and complex needs. 
· To make positive and supportive contributions to the Fountain Head House School staff team. 
· To operate at all times, within the stated policies and practices of Fountain Head House School. Take responsibility for health and safety, safeguarding and child protection. 
· To uphold public trust in school leadership and maintain high standards of ethics, behaviour, and professional conduct. 
· To build positive and respectful relationships across the school community. 

Other duties 
The duties and responsibilities in this job description are not restrictive, and the post holder may be required to undertake any other duties which may be required from time to time.  Any such duties should not, however, substantially change the general character of the post. 
Health and Safety 
The post holder must carry out his/her duties with full regard to the School’s Health and Safety Policy and Procedures. 



PERSON SPECIFICATION

	CRITERIA
	QUALITIES
	Requirement

	Qualifications and training
	GCSEs (or equivalent) in English and Maths
	Essential

	
	CPID level 2/3
	Essential

	Experience
	Experience in an administrative or HR role
	Essential

	
	Experience handling confidential information
	Essential

	
	Experience working within a school or public sector environment 
	Desirable

	
	Experience of single central record Maintenance
	Desirable

	Skills
and Knowledge
	Understanding of safer recruitment principles
	Essential

	
	Strong organisational skills and attention to detail
	Essential

	
	Good working knowledge of Microsoft Office / HR systems
	Essential

	
	Ability to manage competing priorities and deadlines
	Essential

	
	Clear written and verbal communication skills
	Essential

	
	Knowledge of GDPR and data protection requirements
	Essential

	Personal Qualities
	High levels of discretion and integrity
	Essential

	
	Calm, professional, and empathetic approach
	Essential

	
	Ability to work effectively with a diverse workforce
	Essential

	
	Commitment to inclusion and supporting SEN environments
	Essential
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