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HR Assistant Job Description (Maternity Cover)

Salary:	Grade D 5-7 (£24,790 - £25,584 per annum)
Hours:		37 hours per week, Full time, Full Year
Reports to:	Senior HR Manager / Operations Manager

Job Purpose

· To support the HR team in providing a professional, efficient and high-quality HR service.
· Ensure all HR administration tasks are completed accurately and on time.

Main Duties and Responsibilities

· Provide administration support and assistance to the HR team.
· Assist in maintaining all manual and electronic HR records and support in providing information and reports when required.
· Assist in the supporting all aspects of the life cycle of an employee including new starters, leavers.
· To support with the administration of the recruitment and selection process including producing adverts, job descriptions, person specifications, application packs and shortlisting forms. To advertise vacancies and prepare shortlisting and interview packs, and to support with pre-employment checks.
· To support in providing guidance to employees, headteachers and managers on the Trust’s employment policies and HR and Payroll processes.
· To assistant with payroll relating to staff pay, contractual changes, absence, maternity and retirement requests. Process payroll forms to the payroll department in a timely manner.
· To support in meetings by taking minutes or at training programmes. To also assist with the arrangement of setting up meetings and sending out any relevant documentation.
· To support the HR team across the range of their duties, including policy development and updates.
· To assist in undertaking all required HR project work.
· To assist with arrangements new staff corporate inductions.
· To assist with general reception cover and enquiries

Additional Information

· Commitment to learn, and work in HR
· To work together as a team, to offer schools a seamless service.
· Respect confidentiality at all times.
· Be aware and comply with equal opportunities, health and safety, and all other Trust policies at all times.
· Comply with the principles and requirements of the General Data Protection Regulation and the Data protection Act 2018 in relation to the management of the Trust’s records and information, and respect the privacy of personal information held by the BWCET; comply with the principles and requirements of the Freedom in Information Act 2000; comply with the Trust’s information security standards, and requirements for the management

The duties and responsibilities highlighted in the job description are indicative and may vary over time. The job description is not intended to be an exhaustive list of all the duties and responsibilities that may be required. 

The jobholder will be expected to carry out such professional tasks as are commensurate with the duties and responsibilities of the post. 
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HR Assistant Person Specification (Maternity Cover)

	Factors
	Essential
	Desirable

	Qualifications & Training

	E1


E2
	5 GCSE’s or equivalent, including English and Maths
Evidence of continuing professional development (CPD)
	D1
	CIPD Level 3 Qualification

	Experience
	E3




E4


E5






	Experience of providing administrative support in a busy office environment

Experience of working in a team

Excellent interpersonal skills in order to deal confidently with managers and staff at all levels to help resolve difficult situations


	D2



D3
	Experience of working in a HR function


Experience of working in the education sector or in a local authority

	Skills
	E6



E7




E8






E9




E10





E11




E12



	A high level of accuracy and excellent attention to detail

Excellent communication skills both verbally and in writing

Ability to use Microsoft packages such as Word, Outlook, Excel and PowerPoint, and other IT systems

Ability to build effective working relationships with colleagues at all levels

Excellent organisational skills including ability to prioritise tasks and use own initiative

Excellent customer service skills and ability to respond quickly as circumstances dictate

Adaptable and flexible approach


	D4
	Working knowledge of HR policies/codes of practice/legislation

	Personal Attributes
	E14



E15




E16











E17


	Demonstrates an ability to be an effective team player.

Ability to work flexibly and outside Trust hours if the need arises


Commitment to the highest standards of child protection, understanding of safeguarding responsibilities and to follow BWCET safeguarding policies and to the Trust’s ethos, aims and its whole community

Commitment to equal opportunities
	D5
	Ability to travel to schools within the Trust as required
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