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JOB DESCRIPTION

PA/HR Administrator







Link Road, Anstey, Leicestershire.  LE7 7EB
Tel:  (0116) 2363291
Fax: (0116) 2352121
Email:  office@martin.leics.sch.uk
Website: www.martinhigh.org

Executive Principal:  Mrs Laura Sanchez
Associate Principal:  Mr Phil Cooling


January 2021


Martin High School

PA to Executive Principal and SLT 
and HR Administrator



Grade:	8	
Responsible to: Executive Principal/ Associate Principal

Job Purpose
This is a key post within the school which requires dedication and a highly efficient and responsible approach. It requires working closely with the Executive Principal/Associate Principal and being able to give the Executive Principal/Associate Principal’s requirements first priority. The post therefore calls for the ability to work on one’s own, to use judgement and initiative. The ability to remain calm and controlled under the pressures of working in a very demanding and constantly changing environment is also essential.

Principle responsibility areas
To provide extensive support for the Executive Principal/Associate Principal and the school’s senior leadership team through:-
1. Showing an in depth understanding of the needs of the school, the school’s management and the community in all decision making and prioritisation.
2. Fully representing the school and the school’s management in contact with members of the wider community.
3. To ensure a high standard of administrative and management support for the Executive Principal/Associate Principal in order to assist in the smooth running of the school.
4. Prioritise, organise and manage the Executive Principal/ Associate Principal workload 
5. To work with the Executive Principal/ Associate Principal in producing all major school documentation, which sets the framework within which the school operates and establishes standards and good practice.
6. Work alongside the HR Officer and Operational Manager assisting with day to day aspects of HR administration.

Key Tasks & Activities
To accomplish the tasks outlined below, the post holder requires a thorough understanding of the role of the Executive Principal/Associate Principal and the school’s senior leadership team.
· Liaise/work with Executive Principal/Associate Principal on a daily basis
· Establish tasks for the day/week
· Evaluate all incoming messages, emails and telephone calls
· Prioritise all incoming work, set pattern for day/week/term
· Maintain and create admin systems to ensure deadlines
          are met and processes are efficient
· Promote effective written and oral communication and the efficient storage and retrieval of information
· Update and lead on the SCR

The post holder requires an in-depth understanding of the work of the school and the channels of communication within the school in order to provide a high level of administrative support.


Working on documentation 
Gather together and finalise documentation on behalf of the EP/AP/SLT:-
· School Development Plans
· Monitoring and Evaluation documentation
· Organisation & administration of Performance Management
· Policies – distribute & ensure all policies are on the website
· Maintain Whole School calendar and EP/AP/SLT.
· Regularly drafting correspondence on behalf of EP/AP/SLT
· Preparing staff briefing notes 
· Parent/Carer weekly newsletter


· Ensure website documents are up to date
· To make arrangements and organise events as required, including meetings, appointments, interviews and school events


Exclusions
· Retrieve personal pupil information
· Prepare documentation in readiness
· Keep records up to date of all necessary information
· Distribute as necessary to relevant parties
· Send letters & communicate with Local Authority



Staff Recruitment
Support and administer the recruitment process following Safer Recruitment Guidelines.
· Draft vacancies and place adverts/liaise with relevant media personnel
· Prepare all materials for candidates
· Prepare job descriptions and personnel specifications
· Arrange for references
· Prepare interview schedules
· Organise refreshments for interviews
· Confirm appointed staff – sending offer letter, contract of employment, DBS check information and health questionnaire
· To work alongside recruiting managers ensuring both new starter induction checks and probation meetings are in place, robust and timely.

HR Admin
To be the first point of contact for all basic HR related queries
· To ensure that all employee data and HR files are secure, accurate and up to date in line with data retention and protection guidelines.
· To administer activities associated with new starters, leavers and contract changes e.g. promotion, maternity leave, changes to working patterns, ensuring appropriate authorisation has been obtained.
· Ensure any staff changes linked to pay are communicated to central finance by monthly cut-off dates.
· Maintain and update the HR system and provide reports as required e.g. sickness absence, monthly payroll reports.
· To monitor records of absence and report these to EP/AP.
· [bookmark: _GoBack]Co-ordinate return to work discussions for line managers ensuring that they are correctly documented and filed.
· Where appropriate, carry out basic risk assessments for staff e.g. linked to pregnancy

· Update and Lead on the Single Central Record 


· Any other duties as may be required within the scope of this job profile.



Martin High School is committed to safeguarding and promoting the welfare of children and young people/vulnerable adults and expects all adults to share this commitment.

All posts within MHS are exempted under the Rehabilitation of Offenders Act 1974, and as such, appointments to these posts will be conditional upon the receipt of a satisfactory response to a check of police records via the Disclosure and Barring Service (DBS).

Al duties and responsibilities must be carried out with regard to the school’s Health and Safety Policy.

Duties which include the processing of any personal data must be undertaken within the corporate data protection guidelines
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PA/ HR Administrator


	
Qualification/Development

	
Essential
	
Desirable

	
Level 2 qualifications in Maths & English

HR Administrative experience

Competent use of Microsoft packages

An interest or qualification in HR

Successful experience of working in a team

Understanding of the importance of confidentiality and an appreciation of the Data Protection Act

Ability to work on own initiative

A high level of interpersonal skills

Excellent accuracy and attention to detail

Ability and confidence to question and clarify information

Experience of using SIMS

Experience of working in a school 

Ability to multitask

The ability to organise own work and work with others to meet deadlines.

Work well to tight deadlines and remain calm under pressure.

Ability to enter data accurately.
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