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HR and OFFICE MANAGER
JOB DESCRIPTION

This document summarises the purpose of the job and lists its key tasks.  It is not a definitive list of all the tasks to be undertaken as those can be varied from time to time at the discretion of the school, in consultation with the postholder.

SALARY:

NJC GRADE 9 – SCP 25-28 (from 1.4.19)
Salary £28,785 - £31,371 
(£25,020 - £27,268 pro rata)

HOURS:

Term Time Only + INSET days and one additional week



7.45 am – 3.45 pm (3.15 pm on Friday)
LOCATION: 

Worthing High School

South Farm Road




Worthing

West Sussex BN14 7AR

Headteacher: Pan Panayiotou 
	Reporting to:
	Business Development Manager, ultimately Headteacher


	SCH189

	Responsible for:
	· All aspects of school personnel, including recruitment, record keeping, absence monitoring/recording and induction.

· Ensure the smooth running of the Main Admin Office, Student Services Office and Reprographics and line manage associated staff (currently 6 direct line reports from a team of 8).


	Specific Responsibilities:

School Personnel Lead
	All aspects of school personnel, including recruitment, record keeping, absence monitoring/recording and staff induction.

Operational HR to include:

· Oversee all matters associated with school personnel.

· Provide staff with advice on personnel issues and seek guidance where necessary.

· Responsible for recruitment of all staff, both teaching and support, including advertising, preparation of job descriptions, collation of applications, interview schedules and invitations, references, etc.

· Ensure that all pre-employment checks are carried out.

· Arrange induction process for all new staff.

· Provide information on new staff, leavers and changes to WSCC Payroll.

· Enter and maintain all staff data records on SIMS.

· Update existing library of HR Policies and draft new HR policies as required for the Trust and school.
· Produce regular (sometimes weekly) Staffing Updates for the
Headteacher and Business Manager.
· Maintain the Vacancy Timeline.

· Oversee the updating and review of the Staff Handbook.
· Managing the archiving, retention, retrieval or staff records.

· Checking and recording all references that are issued by the Headteacher for past and current employees.

Safeguarding to include:

· Creation and maintenance of the Single Central Record and associated evidence for the school and ensure it is always up to date.

· Keep a record of safeguarding training (including Prevent) for all staff, governors, trustees, contractors and volunteers and ensure that refresher training is received annually.

· Conduct DBS checks for all new staff, governors, trustees and volunteers as required.

· Maintain the staff list on the DfE website to ensure staff records for the school are current and use to check eligibility to teach/prohibition from teaching.

Absence Monitoring to include:

· Keep a record of all staff absences (not just sickness), maintain associated data on SIMS and produce monthly reports for Senior Leadership Team and the monthly absence return to WSCC.

· Hold Statement of Concern meetings with staff – as directed by the Business Manager.

· Issue Return to Work (RTW) proformas to Line Managers post team member absences and record their completion. Review the RTW to ensure any adjustments are reasonable.

· Request Occupational Health referrals for existing staff as directed by the Business Manager. 

· Monitor Bluesky in conjunction with the Senior Cover Supervisor to ensure all approved courses are logged in cover diary.
· Maintain the third party insurance database (SAS) to ensure staff details are current and notify them of extended absences, including maternity, to ensure that insurance claims are met.
Additional duties:

· Check the monthly payroll report with the Business Manager to ensure accuracy

· Provide data for the termly Personnel and Pay Committee including data for the Annual Succession Planning report.


	Office Management
	Ensure the smooth running of the Main Admin Office, Student Services Office and Reprographics and manage the staff of all 3 offices
· To maintain an efficient office service in both the Main Office, Reprographics and the Student Services office ensuring that professionalism is evident in all aspects of work and presentation.

· To ensure that the reception desk is attended and that visitors are dealt with promptly and if necessary signed in and identified appropriately. 

· To ensure quality and accuracy of correspondence issued and data held on information systems.
· To oversee the work of the Reprographics Office.
· To oversee the work of the Main Office through the Senior Administration Officer who line manages those functions.

· To ensure effective induction and training for new staff who join the main office, student services and reprographics team.

· To conduct annual CPL appraisals for all staff that the post line manages, monitoring progress and orienting, disciplining and coaching as necessary.

· To help the team plan ahead for annual events, eg Intake Day for new students, to ensure a successful outcome.
· To oversee student medical welfare by creating and reviewing health care plans; maintaining first aid incident records; completing accident forms and ensuring the provision of quality first aid, in consultation with the School Nurse where necessary.

· To ensure that first aid training is carried out as required, qualifications renewed as necessary and maintain a register of first aiders.

· To ensure that stationery supplies are maintained, equipment ordered, and requisitions approved as necessary.
· Manage archiving procedures for retention, retrieval, transfer and disposal of student records.

· Ensure that fire registers are up to date and are readily available for emergencies; ensure that emergency protocols are in place and that staff in the Main Office are familiar with them.

· To oversee the use of the Schoolcomms home/school communication email and text system, ensuring contact details are up to date and the service is available to all parents and carers, troubleshooting as necessary.

· To oversee the updating of relevant pages on the school website that are overseen by the office team.

· To produce the weekly School News email updates for parents and carers using Schoolcomms.
· To oversee the Insight and Show My Homework parent web portals are available to all parents and carers, setting up or amending users and troubleshooting as necessary.



	General:
	· Oversee the student photograph days, including preparation of schedule, ensuring photographs are delivered to students and resolving any issues.

· Oversee HPV and School Booster/Meningitis C vaccination days, conducted by the NHS Immunisation Team.
· Maintain professional and technical knowledge by attending workshops and courses as necessary.
· In the event of absence of the Senior Cover Supervisor oversee teacher cover for the day, assigning staff and/or supply teachers as required.
· Arrange any urgent unplanned cover needed during the school day when the Senior Cover Supervisor is not available to do so. 
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