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Person Specification

HR Assistant

Qualifications & Experience Essential | Desirable
e Good, solid experience of working in an office environment v
e Successful experience of working in Recruitment administration v
e Successful experienceofworking in general HumanResources v
administration
e Goodunderstanding of HR processesinamedium sized v
company
e Successful experience of supporting managers on the v
preparationofconfidentialandsensitivedataandreports
e Experience of completion of statutory returns v
e Goodunderstanding of employmentrelated policies v
e Successful experienceof producingaccurate and timely v
documents
e Experience of workingina public sectororganisation v
Skills & Knowledge Essential | Desirable
e Excellent time management,organisational andadministrative v
skills
e Knowledge of the Education Sector 4
e  Excellent writtencommunication skills,includinghighstandards of v
grammar andspelling
e Excellent verbal communication skills,includingtheabilityto v
exchange information ina tactful anddiplomatic way
e ExcellentIT skills with arange of software v
e Abilitytoproduce clearand well-formatted documents v
e Thoroughness and excellent attentionto detail 4
e Abilitytoworkunderpressuretoprioritiseandmeetdeadlines v
e Ability to use initiativeand workwithoutdirectsupervision,taking v
responsibility fortasks
e Willingness to develop professionally, maintainup to date v
knowledgerelevanttotheroleandattend courses asrequired
e Generalknowledge of pay and conditions forteachers andlocal v
governmentstaffemployed withinamulti-academytrust
Personal Essential | Desirable
o A team player who is willing to go beyond theirown v

responsibilitiestohelp othersatbusytimes
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High expectations of self and others v

Theabilitytoworktotight deadlines and under v
pressure

Ability to show compassion v

Ability to ensure confidentiality v

Resilienceanddetermination coupled withtheabilityto v
support and show empathy

Self-motivated and able to take the initiative v

Approachability v

GREATER THAN THE SUM OF ITS PARTS




