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Job Description 
Job Title:

Human Resources Administrator Part Time 
Department:

Human Resources

Accountable to:
Head of Human Resources

Responsible for:
No direct reports

Purpose of the Job:

To provide administrative support to the HR Department, staff and Line Managers of the School.
Context:

Stowe School occupies Stowe House and about 200 acres of the Stowe estate, and is located in Stowe’s world famous landscape gardens set in 880 acres. Stowe School is an independent co-educational boarding School with approximately 820 pupils. There are around 500 full and part-time staff with 80 staff and their families living on site. The National Trust manages the landscape gardens and opens 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.

Stowe School is committed to safeguarding and promoting the welfare of children and expects all staff to share in this commitment.

Values and Behaviours:

The post-holder is expected to act professionally at all times and in accordance with the standards of behaviour and code of conduct outlined in the staff handbook and below. In particular we aspire to the following standards of behaviour for the Stowe community:
The Stowe Community is committed to working together to achieve Stowe’s aims and objectives. It is a Christian community that aspires to excellence through working efficiently whilst being responsive to change, adding value where possible and using resources wisely. We collaborate to work both as individuals and as members of a team, communicating and consulting often and openly to the highest standards. We act with integrity and treat each other considerately, valuing diversity and rejecting discrimination. We operate within the appropriate laws and regulations.  We are accountable to each other and to our pupils, parents, governors, trustees and visitors. The Stowe Community is both environmentally and socially responsible, recognising the importance of an appropriate work/life balance.
Key Responsibilities and Accountabilities:

· To undertake the administration of internal and external recruitment and selection processes and be the first point of contact for candidates for information and documentation.

· To provide administrative support to the HR Department.
Key Tasks:
1. To prepare interview schedules and to make all necessary arrangements for interviews such as room bookings, contacting candidates, obtaining and validating references, processing candidate expenses etc. 

2. To maintain, develop and update the School’s computerised HR records system (ASR) and accurately input employee data onto the database.

3. To produce reports to ensure employee records are complete and reflect pre-employment validation checks (Independent Schools Inspectorate).  
4. To assist in HR processes and procedures such as recruitment, induction, absence, training.  

5. To prepare confidential correspondence including:  candidate correspondence, reference letters, job descriptions/person specifications, advertisements etc.  

6. To process DBS applications for all staff, volunteers, Governors, sports coaches, contractors etc.  
7. To ensure all necessary checks relating to volunteers, contractors, residents and Chaperones are undertaken. 
8. To assist with the auditing of the Single Central Register. 
9. To place advertising space as necessary.
10. To undertake prohibition checks on staff as necessary. 
11. To ensure all personnel files are kept up to date.

12. To assist in the compilation of application packs.  

13. To undertake all general HR administration and any other duties as required. 

14. To respond to routine enquiries and requests from Line Managers/employees on recruitment matters as appropriate.  

15. To maintain the Equal Opportunities register.  

16. To ensure adherence to statutory Health and Safety and Data Protection legislation at all times.

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.

Hours:  2 days per week – 9.00am – 5.00pm Monday and Friday
Date agreed:  May 2019
Person Specification

	Attributes
	Essential
	Desirable

	Qualifications
	●   GCSE English and Maths.


	· Certificate in Human Resource Practice.



	Specialist Skills & Experience
	· Excellent organisational skills.

· Good written and oral communication skills.

· Excellent IT skills including word processing, Excel, database implementation and maintenance.


	· Experience of HR systems and processes. 

	Personal Qualities
	· Ability to work to tight deadlines. 

· Attention to detail.

· Ability to build effective working relationships with both immediate colleagues and Line Managers.

· To work as part of a team.

· Ability to handle confidential material appropriately.
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