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People Services Administrator - JOB DESCRIPTION

	Reporting To: Deputy Director of People                                                                            Payscale: TEAL Associate Staff Pay Scale, Point 11

Job Purpose:  

To actively support our core purpose, remembering that “We are here to make great schools and happier, stronger communities so that people have better lives.” 

Working within the TEAL school support team, providing a professional, efficient and effective people administration service to a range of stakeholders, including the school support and improvement team, Yorkshire Wolds Teacher Training and our schools as required

The post holder(s) will undertake administrative duties across the spectrum of people services activities including recruitment, selection and onboarding of new staff, employee records management, learning and professional development, pay and benefits, including pensions administration and the offboarding of staff leaving TEAL. 

The post holder (s) will provide advice and guidance to key stakeholders in line with policies and procedures, seeking advice and escalating issues where appropriate.

The specific portfolio of duties of the people services administrator will be agreed upon appointment and will be reviewed on a regular basis and may change as the aims and objectives of the service change or as and when the head of people services deems it appropriate. 
   

	Key Responsibilities: Specific

	Recruitment and Selection 

· Draft adverts and application packs for the positions you are advertising, ensuring they are well-written, engaging and support the corporate brand of both TEAL and the school to which the vacancy applies (where appropriate).
· Support schools in the raising of recruitment requisitions via TEAL’s ATS.
· Set up vacancies via TEAL’s ATS, in a timely and accurate fashion, ensuring the most appropriate job boards and recruitment media channels are identified to ensure the best possible exposure for vacancies.
· Liaise with prospective and active candidates both verbally and in writing as required, creating a positive first impression and ensuring that all recruitment queries are responded to swiftly and professionally.
· Compile shortlisting matrices for each vacancy and ensure this is shared with the hiring manager as soon as possible after the closing date.
· Ensure hiring managers complete shortlisting in an accurate, compliant and timely manner, using the shortlisting matrix provided.
· Support hiring managers with interview set-up including advising on appropriate interview/selection day schedules and selection methods
· Providing hiring managers with interview/selection day materials, including the drafting of interview questions etc where required
· Ensure interview slots/selection events are set up in TEAL’s ATS and that all shortlisted candidates are sent the appropriate invite and supporting information via the system. 
· Ensure all pre-selection vetting checks are conducted in line with Safer Recruitment guidelines ( i.e. online searches, pre-interview reference requests, Criminal Record Declarations, right to work and identity checks etc).
· Ensure all candidates are progressed as appropriate via TEAL’s ATS.

Onboarding

· Ensure all relevant pre-employment vetting checks are conducted in line with Safer Recruitment guidelines for preferred candidates as appropriate.
· Effectively use templates and guidance documents to draft conditional offer letters, formal offer letters, contracts of employment and welcome packs, ensuring they are sent out to candidates via TEAL’s ATS.
· Ensure all relevant documentation is returned prior to the candidates start date (i.e. Contract Acceptance, Personal Details, Bank Details, Tax Information etc) to facilitate a smooth onboarding process for the new starter
· Ensure all relevant information is accurately entered into the appropriate people data system(s) (e.g. Payroll, online learning, Benefits platform etc)
· Ensure all relevant stakeholders are informed of the new starter’s information as relevant (for inputting onto School MIS/Single Central Record/Training Log/IT Systems etc).
· Ensure Induction arrangements are in place/Schools are aware of Induction requirements for all new starters.
· Ensure electronic personnel files are set up for new starters in line with the agreed standard format and all relevant new starter information is saved to file.

Employee Record Management

· Process individual and group changes in a timely manner notifying relevant departments of the changes where appropriate, escalating areas of concern & investigating discrepancies.
· Effectively use templates and guidance documents to draft change letters and contracts in accordance with the individuals relevant terms and conditions
· Process resignations/termination forms in a timely manner, notifying relevant departments of the leaver and ensuring exit interviews are arranged. 
· Process and monitor special leave requests in a timely manner, reviewing leave taken to date and making recommendations in respect of policy entitlement.  Informing employees and managers of the outcome of requests sensitively, discreetly & clearly.
· Record and monitor sickness absence ensuring that the appropriate colleagues are informed of employees reaching an absence trigger in accordance with TEAL’s approach to managing absence. 
· Support staff and managers in using people data systems effectively, providing colleagues, headteachers and other senior leaders with workforce data and reports in a timely manner.
· Process and monitor maternity, paternity, adoption & parental leave requests in accordance with the family leave policy.  Provide advice to managers and staff with regards to entitlement, relevant dates and process. Issuing and requesting appropriate documentation, managing the return-to-work process and ensuring relevant departments/schools are aware of family leave requested and approved.  Ensure staff are supported before, during and after family leave.
· Draft annual salary statements for teaching colleagues, ensuring these are accurately produced and issued to staff in a timely manner. 
· Issue and ensure completion of P200 self-employment forms to relevant staff and ensuring receipt of public liability insurance, qualifications and DBS safeguarding clearances. 
· Update single central records, in line with the template and guidance, ensuring they remain accurate and up to date.  Ensure the single central record guidance is followed (e.g. professional visitor, contractor, other visitor and agency processes). 
· Ensure electronic files, records, systems and documents are accurately maintained.
· Provide relevant contractual information as and when requested to third parties when authorised by employees for the purpose of mortgage applications, property lettings, HMRC, references etc.
· Review service dates in line with TEAL’s Long Service Award Policy, notifying Headteachers/HR colleagues to ensure long service awards are issued.
· Respond to queries via the telephone, in person or in writing, giving advice and guidance in line with the relevant policies, procedures and terms and conditions of employment, seeking advice and escalating issues as appropriate.

Learning and Professional Development

· Collate and record staff training information in line with TEAL’s statutory and mandatory training matrix, providing headteachers/executive leaders with compliance data, where requested
· Collate and record staff professional development reflections, advising the headteacher/executive leader of non-completions within agreed timescales.

Pay and Benefits 

· Maintain pay related processes in an efficient and effective manner, ensuring that the monthly payroll is accurate and communicated to the school support finance team on time, escalating any concerns as appropriate 
· Process various statutory forms, including P45s, Starter Declarations, Student Loans, P60s, and P11d's, adhering to Real Time Information (RTI) requirements.
· Ensure that staff are automatically enrolled into the appropriate pension scheme on joining TEAL or as a result in a change to their contract, following auto enrolment guidelines for OCL 
· Issue information to staff relating to their pension, including changes to pension rates and statutory guidance and updates.
· Responsible for the preparation of all forms required for pension purposes including new starters and leavers to pension schemes, opt out forms, changes to pension details and their submission to the relevant pension bodies (e.g. LGPS and TPS).
· Check payroll output reports to ensure accuracy, correcting errors and ensuring the payroll is ready for approval by the appropriate person.
· Process manual pay calculations and/or bulk pay changes as appropriate
· Review continuous service dates and ensure term time formulas have been amended to reflect correct leave entitlements as appropriate
· Ensure all company pay and benefit policy scheme rules (e.g. annual leave, maternity, adoption and paternity pay etc) are maintained within the system and are applied correctly to individual staff records
· Ensure statutory provisions like PAYE, National Insurance, Statutory Sick Pay, Statutory Maternity Pay, Statutory Adoption Pay, Student loans, and Attachment to Earnings Orders are applied as appropriate.
· Ensure all third-party benefit provider administration processes (e.g. salary sacrifice schemes, net pay deduction schemes etc) are adhered to including ensuring deductions are correctly applied to staff pay as appropriate
· Complete all statutory returns required by external agencies requesting information as authorised by the Director of Finance.
· Handle pay-related inquiries from third parties, including correspondence with statutory bodies like HMRC, Local Government Pension Scheme, Teachers' Pensions, and Third Party providers.

Support 

· Transcribe minutes associated with staff meetings such as disciplinary, capability and sickness reviews, pulling together & distributing packs as and when required.
· Provide relevant contractual information as and when requested to third parties when authorised by employees for the purpose of mortgage applications, property lettings, HMRC, references etc.
· Liaise with and provide people and/or pay information to auditors as and when required.


	Key Responsibilities: General

	The post holder will be required to act on their own initiative or on the authority delegated from their line manager or a member of the School/TEAL SLT.

The post holder will be expected to work within TEAL and the schools’ policies and procedures and uphold the organisation’s values and vision.

The job description is not intended to be a complete list of duties and responsibilities but details the major requirements of the post.  It may be amended at a future time, to take account of the developing needs of TEAL.  The post holder will undertake any other duties appropriate to the remit.

TEAL is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all employees and volunteers to share this commitment.  

The Health and Safety at Work etc. Act, 1974 and other associated legislation places responsibility for Health and Safety on all employees, therefore it is expected that everyone takes reasonable care for their own health and safety and the health and safety of others.

The above duties may involve having access to information of a confidential nature, which may be covered by General Data Protection Regulations (GDPR) 2018, and by Part 1 of Schedule 12A to the Local Government Act, 1972.  Confidentiality must always be maintained and employees must work with and process personal and sensitive information in accordance with Data Protection Act 2018 including the GDPR. Employees must protect the safety and security of information (e.g. using strong passwords, reporting breaches, and ensuring information is stored and disposed of securely.

	The key competencies and behaviours commensurate with this post are identified overleaf.
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Ethical Behaviours Charter

	Competency
	We do this by

	Trust

	Being reliable, consistent, credible, honest, humble, courageous and kind.
Managing emotions and helping others to do the same.
Keeping promises and doing what we say we will 
Having genuine compassion for others

	Wisdom

	Developing knowledge and expertise, then sharing that knowledge 
Learning from mistakes and failures and admitting when we are wrong
Seeing systems and processes as ways to fulfil our purpose, removing or changing them if they fail in that.

	Kindness

	Being patient, respectful, generous and forgiving.
Acting with compassion and care, listening and seeing the person behind the role
Focusing on relational practice; building trust and rapport with others by empowering and elevating them.

	Justice

	Doing what is right, rather than what is popular or easy
Ensuring we live our sense of purpose and values in the way we behave, make decisions and communicate.
Applying rules in a consistent, transparent and fair way, whilst allowing for discretion and common sense.
Valuing difference, building diverse teams and encouraging others to behave responsibly and with moral purpose.

	Service

	Putting ourselves in the service of others.  
Reducing stress and anxiety in the organisation by modelling calm and considerate behaviour
Behaving in a dutiful way, demonstrating humility and self-control.
Removing barriers to enable others to do their jobs well

	Courage

	Holding ourselves to account when something goes wrong.
Remaining calm, optimistic and positive in the face of adversity and change.
Speaking honestly, openly and with empathy

	Optimism

	Believing in our own ability, and the ability of others, to do what is right to change the world for the better.
Calling out negativity, cynicism and dishonesty.
Remaining positive and encouraging, helping others to overcome challenges and celebrating their success.

	Vision
	Anticipating the future and embracing it. Thinking strategically, analysing and assessing information to deliver organisational growth.
Reading, researching, networking and sharing learning with others.
Believing in the potential of others; helping them be the best they can be.
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