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HT confidential PA and HR Support
Person Specification  




	Person Specification
	Essential/Desirable

	Qualifications and training

	Bachelor’s degree
	D

	Educated to A-level standard or equivalent.
	E

	GCSE grades of C or higher in English and mathematics or equivalent.
	E

	Skills and experience

	Experience of managing HR-related issues.
	E

	Experience of leading return to work meetings
	E

	Experience of leading investigations and investigation meetings
	E

	Experience of disciplinary hearings 
	E

	Experience of supporting the recruitment, selection and induction process.
	E

	Experience of leading performance management reviews and target setting.
	E

	Skilled at using Microsoft Office packages including Word, Excel, Outlook and PowerPoint.
	E

	Admin/Office experience 
	D

	Experience of data input and analysis. 
	E

	Knowledge

	Strong knowledge of safer working practices.
	E

	Knowledge of UK GDPR.
	E

	Understanding of relevant guidance and legislation, including that which concerns the safeguarding of children.
	E

	Understanding of local government terms and guidance.
	D

	Personal traits

	The successful candidate will be

	Friendly, approachable and personable.

	Organised with an ordered approach to task management.

	A good communicator with an understanding of the importance to report HR matters to the HT.

	Able to work flexibly and adapt to situations with short notice. 

	Able to work both individually and collaboratively.

	Able to use their initiative to solve problems.

	Able to keep matters confidential and understand the importance of this.

	Able to take direction from line manager.  

	Able to adapt their experience to work within the school sector and its limitations. 

	Additional requirements

	The successful candidate will have

	At least two professional references.

	Undergone a satisfactory DBS check appropriate for the role.
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