MARKET FIELD SCHOOL

JOB DESCRIPTION

Admin Assistant - Personnel

REPORTS TO: Head of School / Deputy Head / Assistant Head (Curriculum)

LIAISON WITH: School Staff, Central HR Team (Advisors/Trust HR Manager), Trust Finance
Manager, Director of Governance & Finance

SALARY: Starting from Scale 4 Point 8-9 (depending on experience)

JOB PURPOSE

To provide efficient and accurate HR and training administration, acting as a key point of contact for staff on HR
processes and ensuring effective coordination between the School and the Trust’s Central HR Team.

The postholder will manage day-to-day personnel administration, maintain accurate workforce and training
records, and support recruitment and absence processes, ensuring compliance with Trust systems and
procedures.

Summary of Key Responsibilities
Employee Absence

o Record all staff absence on the Trust HR system (EveryHR), including: Full-day and part-day absences
and absences occurring during the school day

e Maintain accurate and up-to-date absence records in line with Trust deadlines
e Record return-to-work information promptly
e Ensure absence data is complete and audit-ready
e Work with the Central HR Team to arrange and coordinate absence review monitoring/plans
HR Liaison & Coordination
¢ Actasthe main administrative contact between the school and the Central HR Team
e Respond to requests for information and documentation from Central HR
e Coordinate logistics for:
o Recruitment interviews
o Classroom observations and trials
o Pre-employment visits
e Support scheduling of HR-related activities within the school
Recruitment & Onboarding
e Support recruitment processes by:

o Preparinginterview documentation



o Coordinating schedules and logistics
o Supporting candidate processes
e Collate and submit pre-employment documentation to Central HR.
e Support safer recruitment practices by ensuring documentation is complete and timely.
Documentation & Data Management

¢ Collate, check and submit HR documentation to Central HR in a timely manner, including but not
limited to:

o Payrollrelated documentation i.e. additional hours claims
o Contractvariations
o Probation documentation
o Flexible working request documentation
o Performance Management Review (PMR) documentation
o Risk assessments
e Ensure documentation is accurate, complete and submitted within deadlines
HR Systems & Data Accuracy
e Ensure all HR data entered onto EveryHR is accurate and timely

e Ensure copies of all meeting notes from informal processes completed at the school are uploaded to
EveryHR Employee portal promptly

e Support the Trust’s standards for HR record keeping and digital processes
e Maintain personnel files in addition to the EveryHR Employee portal

e Maintain confidentiality and secure handling of sensitive employee data ensuring compliance with
GDPR and Trust policies

Employee Liaison
e Actas afirst point of contact for staff on HR/Training administrative queries, including:
o Leave and absence recording processes
o Probation and PMR processes
o Liaise with line managers to ensure paperwork is completed for probationary periods

e Signpost employees to the appropriate Central HR contact for advice on policies, procedures, pay or
contract queries or employee relations matters.

General
e Support wider administrative tasks where required
e Contribute to the continuous improvement of administrative processes
o Work flexibly to meet the needs of the school and Trust

o To participate in the performance and development review process, taking personal responsibility for
identification of learning, development and training opportunities in discussion with line manager



e To comply with individual responsibilities, in accordance with the role, for health & safety in the
workplace

e Ensure that all duties and services provided are in accordance with the School’s Equal Opportunities
Policy

e The Governing Body is committed to safeguarding and promoting the welfare of children and young
people and expects all staff and volunteers to share in this commitment

Safeguarding

The Trust Board is committed to safeguarding and promoting the welfare of children and young people and
expects all staff and volunteers to share in this commitment.

General

The above duties are neither exclusive nor exhaustive and the post holder may be required by the Head of
School to carry out appropriate duties within the context of the job, skills and grade.



PERSON SPECIFICATION

General heading

Detail

Examples

Qualifications &
Experience

Specific qualifications &
experience

Experience of personnel administrative work in
a busy school environment

Educated to NVQ Level 3 or equivalent

Knowledge of relevant policies
and procedures

Knowledge of general school policies and
procedures

Literacy Good reading and writing skills

Numeracy Ability to count and undertake calculations

Technology ICT literate
Ability to use spreadsheets, databases and
other ICT applications

Communication Written Ability to complete forms, write letters and

produce reports

Verbal Ability to exchange verbal information clearly
and sensitively with children and adults

Languages Overcome communication barriers with
children and adults

Negotiating Ability to consult with colleagues in an

effective way

Working with others

Behaviour Management

Understand and implement the school’s
behaviour management policy

SEN Understand and support the differences in
children and adults and respond appropriately
Curriculum Understanding of the learning experience

provided by the school in relation to the role

Child Development

Understanding of the way in which children
develop in relation to the role

Health & Wellbeing

Understand the importance of physical and
emotional wellbeing

Ability to support children who may be unwell

Working with others

Working with partners

Understand the role of others working in and
with the school

Relationships

Ability to establish rapport and respectful and
trusting relationships with children, their
families and carers and other adults




Team work

Ability to work effectively with other adults in
the school

Ability to work on own or as part of ateam

Information

Ability to provide timely and accurate
information

Responsibilities

Organisational skills

Good organisational skills

Ability to work accurately with attention to
detail

Time Management

Ability to manage own time effectively

Demonstrate a flexible approach

Creativity Demonstrate creativity and an ability to resolve
problems independently
General Equalities Demonstrate an awareness and a commitment

to equality

Confidentiality/Data Protection

Understand procedures and legislation relating
to confidentiality

CPD

Demonstrate an ability and willingness to
undertake professional development

Ability to effectively evaluate own performance

Health & Safety

Basic understanding of Health & Safety

Child Protection

Understand and implement child protection
procedures




