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Job Description

JOB TITLE: HR & School Administrator
LOCATION: Energy Coast UTC, Blackwood Road, Lillyhall
HOURS OF WORK: 25 hours per week, Term time only – to be worked 9.30am -2.30pm (Hours flexible as long as they cover lunchtime)
SALARY: Starting salary of CCC scale point 8A progressing on a scale to 8B (subject to successful performance appraisal reviews). FTE salary £31,067 - £31,586.  Pro rata’d to part time, term time only, actual starting salary £16,872
RESPONSIBLE TO: Business Director

DUTIES AND RESPONSIBILITIES
HR Administrator
Be the UTC's main HR administrator, responsible for administering a wide variety of staff personnel issues, in compliance with employment law and adherence to all UTC HR policies and procedures. The UTC also has an SLA with an external HR and legal provider.

Be the UTC’s first point of contact with the UTC’s external HR and legal provider and seek and follow their advice where and when necessary and in discussion with the Business Director / CEO / Head of School.

It should be noted that this role is administrative and does not include appointment or dismissal of 
staff or any strategic responsibility for HR or staffing matters. 

Coordinate the recruitment and appointment of all staff, including advertising jobs, administration of 
interviews, occupational health checks, risk assessments, collection of emergency contacts, induction procedures, collection of references and DBS checks (to include DBS checks for governors and renewals for existing staff and governors). 

Prepare all employment offers and contracts, following discussion with the HoS/CEO and the 
Business Director. Support the creation and consultation of amendments to Job Descriptions.  

Design, prepare and run training and briefing sessions for managers and staff on HR and management practices for example how to follow the UCT Appraisal Policy. 

Liaise effectively with the Governing Body and Clerk to the Governing Body

Work with the Finance Officer to support the Payroll and Pension functions.

Responsible for the management and administration of the Staff Probation Policy.

Work with the Cover Manager to record and monitor staff absence.

Responsible for the recording and monitoring of Support Staff Holiday absences and entitlements.

Support a variety of HR policy processes, including performance management, staff disciplinary, investigations, etc, - providing advice and guidance on policy to relevant line managers utilising our external HR / legal advisors where necessary.

Identify, record and store confidential items securely.

School Administrator
To provide a comprehensive and confidential administrative support service to the Senior Leadership Team.
Accurately maintain the college’s Single Central Record and its regular updating in line with 
Ofsted requirements so it is up to date and correct at all times.

Complete the administration process for both fixed term and permanent exclusions.

Support the UTC Receptionist and Business and Exams Administrator, to provide general administration and reception cover as and when required.

Support the IT Technician, to direct enquiries to the BD or by completing simple IT tasks, such as resetting student passwords.

Other general administrative tasks as required and as directed by the UTC Business Director. For example: Planning induction days, Maintenance and updates of the staff handbook, Organising school student photographs, administrating Xmas Lunch numbers, Administrating Student/Staff census/Polls.

Other Specific Duties

· To continue personal professional development as required.  
· To understand the implications of the Freedom of Information Act and the Data Protection Act and other legislation to ensure confidentiality of records and information is maintained.
· Attend staff and other meetings and participate in staff training and development events as required.  
· To actively engage in the performance review process.  
· All support staff may be used to perform appropriate duties as and when required.  
· To adhere to the UTC’s policies and procedures with particular reference to Child Protection, Equal Opportunities and Health and Safety.  
· Lead by example and set a professional tone for behaviour, both as a role model and by supporting the culture of mutual respect between students and colleagues.  
· Understand the Safeguarding requirements of the UTC and ensure compliance with the policy.  
· The person undertaking this role is expected to work within the policies, ethos and aims of the UTC, to carry out such other duties as may reasonably be assigned by the Principal, and to play a full part in the life of the UTC supporting its distinctive mission and encouraging staff and students to do the same. 


Person Specification

	Education, Training and Qualifications

	
	Essential
	Desirable

	Good standard of Education, preferably to level 3 or above. Qualifications to include minimum English and Maths qualifications at GCSE grade C/4 or above
	X
	

	HR qualification (CIPD Level 3 or equivalent experience (A/T/I))
	
	X

	Business qualification (Level 3 or above / equivalent experience (A/T/I))
	
	X

	Evidence of and commitment to continuing professional development (A/I)
	X
	

	Experience, Knowledge and Skills 

	Recent experience in an office role (preferably within a school or educational environment (A/I))
	X
	

	Ability to demonstrate excellent HR and administration skills (T/I)
	X
	

	Experience of SIMS or similar (A/I) 
	
	X

	Understanding and knowledge of issues facing academies and the administrative provision they necessitate (I)
	
	X

	High standards of accuracy and organisational skills (A/I)
	X
	

	Personal Attributes 

	Ability to work to professional standards, to develop effective working relationships, think independently and make judgements and influence others through persuasion/discussion (A/I)
	X
	

	Resilience and the ability to work under pressure, good team player (I)
	X
	

	Ability to be self-motivated, flexible and well organised to manage, at times, unpredictable and variable workloads (I)
	X
	

	A passionate commitment to the Energy Coast UTC and the value it will bring to students and the community (I)
	X
	

	Willingness to place a part in relevant training and knowledge (A)
	X
	

	Enhanced DBS Clearance (I)
	X
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