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	Job title: HR Administrator
	Status: Permanent

	Team: Central Services (COO)
	Reports to: Head of HR

	
	Direct reports: None

	Department: Human resources
	Departmental budget holder: N


Position context:
Our purpose: To inspire our family of schools to provide opportunities for our pupils, staff and leaders to be the best they can be; to create a passion for lifelong learning; to enable our pupils to become confident and impactful world citizens. 
Position purpose: This role is responsible for supporting our Academies, acting as an agent of change in line with the Trust’s HR Strategy and contributing to the effective and efficient organisation of the HR admin function.
Reporting to and taking the lead from the Trust Head of HR, the role holder will take care to ensure a consistent approach to people management is felt at all levels across the organisation
Position accountabilities:
	Accountability
	Key activities 

	Strategy
	· Is aware of and understands the ELAT Vison, Mission and Values
· Will identify HR priorities from Trust and Academy annual plans, translating requirements into effective HR practices and delivering people solutions aligned to Academy objectives

	Planning 
	· Monitors their own HR activity to ensure the terms of any HR SLA’s are being met
· Work with Academy Faculty Staff to ensure effective utilisation of teaching provision

	Delivery
	· To build trusted relationships with all ELAT stakeholders
· To be responsible for ensuring the delivery of a timely, confidential, administration service to the Head of HR and HR Business Partners
· To take the lead with recruitment administration including the co-ordination of interviews and processing of compliance checks
· To form and maintain physical staff records
· To be responsible for ensuring accurate data entry on SIMS
· To co-ordinate the Return to Work Interview process, notifying the HR Business Partners when management intervention is required
· To lead on the administration of the performance management system including the production of data around the rate of completion at regular intervals
· Continuously drive improvement in HR administration, practice and delivery
· Acting as fist point of contact for staff members with HR related queries
· Maintain the retention of HR data in compliance with the 2018 (GDPR) Data Protection Act.

	People Management / Organisational Development 
	· To fully take part in the Trust’s performance management system


	Information Management and Reporting
	· Support the Head of HR in producing and updating monthly HR performance statistics

	Data Protection
	· All staff have a responsibility under the 2018 (GDPR) Data Protection Act to ensure that their activities comply with the Data Protection Principles. Staff should not disclose personal data outside the Trust’s procedures, or use personal data held on others for their own purposes.

	Health and Safety
	· Hold responsibility to avoid action that could threaten the health or safety of themselves, other employees, customers or members of the public.

	Good Citizenship
	· Holds personal accountability in ensuring continual focus on enhancing the staff and pupil experience through actions, words and behaviour. Our pupils are the most important members of our institution and must be treated as such






Key Stakeholders:
Internal:

External:

Knowledge, skill and experience requirements 
Essential:
· Ability to organise workload, prioritise tasks and meet deadlines
· Ability to work independently and support the work of the team
· Ability to be flexible and respond effectively to the “unexpected”
· Awareness of sensitive information and the need for confidentiality
· Ability to use computerised information management systems

Desirable:
· Experience of Human Resources administration
· Willingness and motivation to develop own skills
· A thorough understanding of, and personal commitment to, equality of opportunity.
· A working knowledge of SIMS


Key behaviours:
· Demonstrate and role model Trust values which are:

· Passion
· Respect
· Inclusion
· Challenge
· Openness
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