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Job Description


	Job Title:

HR Recruitment Assistant
	Service:
Schools HR

	Team: 

HR Recruitment
	Job Number: 

	Grade: Scale 3
	Date last updated:

20/08/2014


	EQUALITY AND DIVERSITY

	We are committed to and champion equality and diversity in all aspects of employment with Newham Partnership Working.  All employees are expected to understand and promote  equality and diversity in the course of their work.  


Overall Purpose of Job

To assist with providing a HR service to schools, in accordance with the Service Level Agreement for the recruitment of teachers and support staff.

Job Context

1. The postholder reports to the HR Recruitment Deputy Team Leader.

2. The postholder has no line management responsibility.

3. The postholder has no budget responsibility. 

Key Tasks and Accountabilities

Key tasks and accountabilities are intended to be a guide to the range and level of work

expected of the postholder.  This is not an exhaustive list of all tasks that may fall to the

postholder and employees will be expected to carry out such other reasonable duties for NPW

which may be required from time to time.

1. The strict adherence to work plans and procedures in line with the agreed Service Level Agreement with schools in respect of the recruitment all staff.
2. To sort post, open, stamp and distribute all post received in Schools HR and to update the KPI post spread sheet
3. To down load application forms using the online system and collate in the correct job files, ensuring they are ready to be distributed to the school in line with the KPI turnaround.
4. To provide professional responses to all enquires, either by telephone, in person, or in writing. To take messages for colleagues when required.
5. To keep a supply of DBS pack’s and distribute to schools and services when required.
6. To monitor and track the progress of DBS forms and inform relevant parties of their progress.
7. To check for accurate billing of DBS forms
8. Operate computer systems, including payroll and file storage programmes
9. Under supervision provide HR support for schools.

10. To issue Interview/reference letters for the appointment of Pool NQT’s. 

11. To carry out any duties, in line with the purpose and grade of the job.

Person Specification 

	Job Title:

HR Recruitment Assistant
	Service:
Schools HR



	Team:

HR Recruitment
	Job Number: 

	Grade: Scale 3
	Date last updated:




	IMPORTANT INFORMATION FOR APPLICANTS

	The criteria listed in this person specification are all essential to the job.  Where the method of assessment is stated to be the application form, your application needs to demonstrate clearly and concisely how you meet each of the criteria, even if other methods of assessment are also shown.  If you do not address these criteria fully, or if we do not consider that you meet them, you will not be shortlisted.  Please give specific examples wherever possible.

 


	CRITERIA


	METHOD OF ASSESSMENT

	SAFEGUARDING, EQUALITY AND DIVERSITY

	We are committed to safeguarding and promoting the welfare of children and young people and expect all staff to share this commitment.  We are committed to and champion equality and diversity in all aspects of employment in Newham Partnership Working.  All employees are expected to understand and promote equality and diversity in the course of their work.  

	KNOWLEDGE:

· Good level of IT systems 
· Good verbal and written communication skills
· Good level of literacy and numeracy.



	Application Form/Interview/Certificate/Test (delete as appropriate)


	QUALIFICATIONS:

	Application Form/ Interview/ Certificate/Test (delete as applicable)



	EXPERIENCE:

Demonstrable knowledge and experience of working with an office environment.


	Application Form/ Interview/ Certificate/Test (delete as applicable)



	SKILLS AND ABILITIES:

· Good organisation skills. An ability to manage time effectively under supervision.
· The ability to work as part of a team 

	Application Form/ Interview/ Certificate/Test (delete as applicable)



	PERSONAL STYLE AND BEHAVIOUR:

· To exercise confidentiality and discretion of sensitive matters

· To communicate effectively with colleagues and schools


	Application Form/ Interview/ Certificate/Test (delete as applicable)

	OTHER SPECIAL REQUIREMENTS:

	Application Form/ Interview/ Certificate/Test (delete as applicable)


