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Job Description 
Job Title:

People Coordinator


Department:

Human Resources 
 

Accountable to:
Director of People 
 

Responsible for:
People Coordinator 
Purpose of the job:
Responsible for providing excellent customer service in the day to day service delivery of the HR operational transactions, ensuring that all processes are delivered to the agreed standards and timescales, adhering to HR policies & processes.
The Stowe Group 

The Stowe Group comprises Stowe, Swanbourne House and Winchester House Independent Schools, situated on sites in Buckinghamshire and Northamptonshire. Between the three schools, The Stowe Group can offer education for boys and girls from 3-18 years. Within The Group there are more than 1,400 pupils and 600 members of staff. The Schools occupy sites of historical significance in Swanbourne, in the market town of Brackley and in the beautiful landscape gardens at Stowe, where we work with The National Trust to manage the landscape gardens and open the grounds to over 200,000 visitors a year. Stowe House is open to the public during the School holidays and for guided tours during term time. The Stowe Group is committed to safeguarding and promoting the welfare of children and expects all staff to share this commitment. In 2021, The Stowe Group launched its transformational and substantive Change Makers vision.

 Vision & Ethos 

We are Change Makers 

Our goal is to inspire pupils and staff to be Change Makers who will shape positive futures for themselves, their families and the global community. Our World-class facilities support our educational aims and are shared with the wider community. We strive for excellence and celebrate achievement, valuing education as a journey and not a destination in the belief that all pupils can exceed their potential. Learning is learnable and everyone can improve. Our aim is to encourage personal development by creating a flourishing, vibrant, cohesive, caring and socially inclusive community which embraces pluralism, diversity and intercultural understanding. We celebrate differences by giving everyone a voice and then listening to multiple viewpoints. It is our collective responsibility to develop the cognitive, physical, emotional and spiritual well-being of everyone in our community. We are committed to the development of character with particular emphasis on tolerance, resilience, honesty, humility, courage, compassion, gratitude and service. We strive to attract and retain employees of the highest calibre. The Group’s talented and committed workforce is one of our greatest strengths. We are committed to fostering team engagement, attracting, mentoring, developing and retaining our best teachers and support staff. We focus on employee well-being, provide opportunities for professional growth and create a culture of community and partnership. Environmental stewardship and sustainability are cornerstones of The Stowe Group. Pupils and staff have a heightened awareness of their social and environmental responsibility in preserving our unique eco-system. We have developed and implemented a comprehensive Environmental Stewardship Programme which confronts a variety of challenges, including climate change and environmental sustainability

Key Tasks:
Talent Acquisition & Onboarding

· To provide additional support as and when needed for the administration of internal and external recruitment and selection processes as needed for specified roles.

· To ensure all necessary checks are undertaken for volunteers, Governors, sports coaches, contractors etc.  

· To provide as needed additional support to process DBS applications for all staff. 

· Generation of contracts and offers of employment in line with Talent Acquisition (TA) instruction and People Business Sign off.

· Work alongside Talent Acquisition to ensure all required documents are received in a timely streamlined manner.

· Accurately create the employee file in line with the agreed protocols

· Coordinate end to end induction events for Teaching and Non-Teaching Colleagues

People Coordination

· Responsible for the accurate processing of all people transactions including movers, changes, leavers etc. Ensuring all of this information for Stowe School is managed to payroll.

· Manage the scheduling and coordination of all exit interviews.

· To own, maintain, develop and update the computerised HR records system. To accurately input employee data onto the database and produce reports to regularly check employee records are complete and reflect pre-employment validation checks (ISI/Ofsted).  

· To ensure all personnel files are kept up to date.

· To assist in absence management recording and reporting

· To provide note taking at formal meetings such as absence reviews, investigations and hearings.

· Respond to first line queries from colleagues and line managers that come into HR via email, phone or drop in.

· Provide support to the People Business Partner and Head of People on key projects.

Learning & Development support

· To coordinate Safeguarding training and maintain the Child Protection register.  
· Coordinate all learning and development courses ensuring joining instructions are issued, logistics etc are managed.

Person Specification

The selection of candidates for short-listing will be based on this specification and candidates should bear this in mind when preparing their application and completing the application form:

	Attributes
	Essential
	Desirable

	Qualifications
	· GCSE English or Maths (or equivalent)
	· Part or fully CIPD qualified
· Level A or B qualified in psychometric testing 


	Specialist Skills & Experience
	· Customer focused; desire to deliver a great talent acquisition service 

· Strong organisational skills and ability to multitask
· Attention to detail and accuracy
· Can work under pressure and still retain the ability to maintain high levels of energy and resilience to “make things happen”  
· Demonstrate and maintain confidentiality
· Excellent team player as well as being able to work on own initiative
· Pro-active, challenging and self-motivated
· Flexible and adaptable 
· Effective communicator both verbally and written

	· Understanding of employment law would be advantageous

· Experience of working with HR system

	Personal Qualities
	· Customer focused; able to build credible working relationships at pace

· Strong organisational skills and ability to follow through on projects to completion.
· Highly effective communication, coaching, & stakeholder management skills.
· to detail and accuracy

· Leading with integrity, consideration and challenge
· Ability to demonstrate strong attention 

· Can work under pressure and still retain the ability to maintain high levels of energy and resilience to “make things happen”  

· Able to be innovative or creative

· Demonstrate and maintain confidentiality

· Project management: You are able to plan and execute assigned projects within the agreed time frame delivering high quality results.

· Excellent team player as well as being able to work on own initiative

· Pro-active, challenging and self-motivated

· Flexible and adaptable 

· Effective communicator both verbally and written

	· Understanding of employment law would be advantageous

· Experience of working with HR system



This job description reflects the present requirements of the post and as duties and responsibilities change/develop, the job description will be reviewed and be subject to amendment in consultation with the post holder.
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