
 

 

JOB TITLE 

 

HR and Recruitment Officer 

 

DEPARTMENT/SECTION 

 

Business Support 

 

REPORTS TO 

 

Bursar 

 

LINE MANAGES 

 

N/A 

 

JOB SUMMARY:  

 

Provide efficient and effective HR administrative services supporting all aspects of the employee lifecycle. 

 
 

KEY DUTIES AND RESPONSIBILITIES: 

 

1. Carry out the administration of all aspects of recruitment and selection with agreed procedures and 

timescales, including: 

 Liaising with the Head and Bursar, who are both responsible for recruitment, to compile recruitment 

documentation 

 Posting job vacancies on various websites, agencies etc 

 Dealing with enquiries and receipt of job applications 

 Facilitating short listing and arranging interviews 

 Obtaining references (usually prior to interview) 

 Monitoring and logging returned data 

 Planning interviews (cover of staff, school tours, refreshments, classroom allocation) 

 Providing information to shortlisted applicants and the appropriate member of SMT and 

interviewers 

 Emailing unsuccessful applicants 

 Liaising with Head and Head of Departments to provide temporary cover for absence staff through 

agencies 

 

2. Carry out all administrative aspects of new staff appointment, current staff changes and leavers, 

including: 

 Preparing standard and ad hoc letters 

 Preparing Contracts of Employment 

 Conduct online search of shortlisted candidates 

 Obtaining appropriate information and submitting DBS checks 

 Carry out Right to Work in UK checks 

 Qualification verification of teaching staff and support staff (degree level and above) 

 Teaching Agency registration verification of teaching staff 

 Submitting pre-employment health checks 

 Ensuring confirmation of appointment following probationary period and checking with appropriate 

line manager 

 Put together new personnel files  

 

3. Maintain Single Central Record for all staff, governors, volunteers, regular visitors, visiting speakers and 

contractors to the school (including DBS information, identity confirmation, qualifications, entitlement 

to work in the UK, prohibition and Section 128 checks) and submission for annual audit. 

 



 

4. Maintain individual personal files and computerised records (ISAMS) for employees, in accordance with 

agreed procedures, ensuring that all employee data is accurate and up-to-date and that confidentiality 

is respected 

5. Deal independently with routine correspondence and enquiries on a range of HR matters, ensuring that 

all information provided is accurate and up-to-date (which may involve interaction with SMT) and that 

confidentiality is fully respected 

6. Liaise with Finance Administrator to ensure any changes to contracts etc. are actioned 

 

7. To assist the Head and/or Bursar with ad hoc HR/legal issues eg. Disciplinary Hearings by helping to 

liaise with external specialists such as solicitors 

 

8. Any other duties as reasonably required by the Head or Bursar  

 

 

SAFEGUARDING: 

 

 The postholder will be required to submit an Enhanced Disclosure and Barring Check (DBS)  

 The postholder is responsible for promoting and safeguarding the welfare of all children and young 

persons they are responsible for, or come into contact with 

 

 

ST AUBYN’S POLICY AND PROCEDURE 

 

 The postholder is required to actively follow and abide by all St Aubyn’s policies and procedures 
including Equal Opportunities, Safer Recruitment and Child Protection, and will maintain an 

awareness and observation of Fire and Health & Safety Regulations  

 

 

If, during the course of time the duties and responsibilities should change, the job description will be 

reviewed and amended in consultation with the postholder.   

 

The postholder will carry out any other duties as are within the scope, spirit and purpose of this job 

description as requested the line manager or Head of Department/Section. 

 

 

 


