[image: image1.png]gl

Send /Receive

Folder File Edit View Window Help

x

e R &y

Actions
+ Fovortes

(3 nbox (1)

(3 sent tems

@ Deteteatems

4 samanthaFeris@npwiso

Chris.

Circulated Emails
Clare Watson
Declaration of Interest

Rebecca Taylor
3 Recruitment
SB Project 1)

@ Deteteatems

(g Junk EMsil
(3 outbox

(9 Rs Feeds

(5 Searen Folders

© ICT Recruitment

) mail
o
8| contacts
s
-

Remove
Attachments Attachment

x Do QBB S

o |

20%

Tools . Fill &Sign | Comment

22 Chistne Frend |

23 tan Mery
Re D forie

4 Yesteraay

(3 Anna Crispin
RE: Soulbury P

£ norepye

(23 Christine Frend |
Marketing Pra|

3 Andrew Wood
Marketing & |

3 Jane Howara
Settement for

Basic rules for use:

22 sacquetine
NP salry 3
i aine 1.

23 paulsagiee
P Anousks 4

C natate

Services for schools, owned by schools
Services for schools, owned by schools

Logo always sits top right and should not be centred or

Logo should always be above any content with the exce
in line with the bottom line of the logo. See above for ri

Rems: 169 Unreaci1 | 3 Reminders:s |

chure 1aeas p 744 5] 5)4TI00002 nm 294 B)

npw

Service for schoos, ouned by schools

Sevvices for scl

= 2.2cm edge of '’ to edge of '’ (minimum to
appear)

= 4em edge of 'n’ to edge of 'w’ (minimum to
include strapline)

= Sem edge of 'n’ to edge of 'w’ (minimum to
be used on Ad-sized document)

m

“ April 2015 »
Mo TuWe Th Fr Sa Su
12345

6 78 s[]u 1
5e1s 167 18 10
nnnBusH
nmm0

09:30-11:30

Arrange By: Flag: Due Date| -
Type 2 new task.
4 ¥ Today

Marketing & Projects Off..

Reference Request -Kiist...
Long service award 25 years

EEEE

Face to Face Training end..

Ths folder s up to dte, (5] Connecteato Miosoft cnange [[1]&_i06%

=)










Job Description
	Job Title: Senior HR Operations Advisor (Contracts & Advertising)
	Service Area: Schools HR & Payroll


	Grade: SO2

	Job Number: 049


	Date last updated: 22.02.2017

	Date of last evaluation: TBC



	

	Our purpose is to advance children and young people’s education and improve the lives of all members of the community. We provide solutions that free up leadership time allowing schools to concentrate on teaching and learning through a one-stop shop for school services. Providing flexible and bespoke support for schools' Education ICT, HR, Governor Services and School Management.
All NPW employees are expected to deliver high performance, be focussed on continuous improvement and development, work flexibly, and be customer focussed.



Job Context

To assist with providing a HR service to schools, processing teaching and support staff appointments, promotions, secondments, and other HR functions as required. This post has specific responsibility for leading on the processing of adverts. 

1. The post holder reports to the Team Leader
2. No direct line management but as a senior operations adviser would be expected to deputise for the Team Leader in their absence, supporting less experienced staff, and ensuring their work is of the required standard.

Key Measures
· Meeting KPIs, 

· Accuracy Level, 

· Customer Feedback

Key Accountabilities

Key tasks and accountabilities are intended to be a guide to the range and level of work expected of the post holder. This is not an exhaustive list of all tasks that may fall to the post holder and employees will be expected to carry out such other reasonable duties which may be required from time to time.

HR Advisory Service

· Ensure strict adherence to work plans and procedures in line with the agreed Service Level Agreement with schools in respect of the recruitment of all staff and in accordance with government guidelines and best practice.
· General recruitment of school staff  adhering to strict deadlines and other associated

duties as follows:

a) Advertisements/job descriptions/redeployment

b) Collating responses using Trent recruitment system.

c) New Starters/Contracts

d) References

e) staff promotions/secondments

f) Evaluate job descriptions

g) DBS applications

h) Work Permits

i) Season Ticket Loans

j) Car loans

k) Leavers

l) Annual Leave

m) Responsibility for all schools' redeployees during their placement on the redeployment register.
· Provide advice to schools and line managers (where appropriate) on a range of personnel issues, including, adverts, conditions of service etc. The postholder has a major role in decision making in respect of placing adverts operating within budget constraints approving the costs of the adverts.
· Provide supervision and support for HR Operations Advisors across the team in carrying out their duties
Recruitment Service (General)

· Assist with maintaining and updating the Teach Newham Website and other associated teacher recruitment websites.

· Lead on specific IT projects, setting up posts, updating and retrieving information, and to be the 'technical expert' in Recruitment on computerised systems, particularly in respect of placing adverts on the internet and other web sites, and issuing to schools on a regular  basis the up to date School Security Checklist.

· Liaise closely with the Teacher Recruitment Manager and Head Teachers with regard to placing adverts for school vacancies. 

· Assist the Teacher Recruitment Manager with the Head and Deputy interview process.
· Assist the administration of arranging and attending recruitment fairs

· To cover in the absence of the Snr HR Operations Advisor (Contracts & NQT’s), NQT’s the recruitment and placement of NQTs within London Borough of Newham under the direction of the Teacher Recruitment Manager.  

Administration & Reporting

· Provide administrative support and respond to phone calls for the HR Operations Manager and Team Leader, either in their absence or as required.

· Liaise with finance to raise invoices using the internal ordering process. 

· Assist with the maintenance of the teachers' and support staff filing systems as follows:

a) ensure that all documentation is filed promptly and accurately;

b) assist with routine overhauls of the system including microfiche filing and files sent away to be stored economically. 

c) Reviewing files in archive.

Enquiries

· Deal with specific routine client enquiries and other routine employee enquiries via the telephone, in person or in writing.

· Provide data in response to management queries on non-routine personnel matters

Liaising with others

· Liaise with schools, DfES, Colleges/Universities, Local Authorities, Recruitment Agencies.

Staff Development

· Undertake necessary training as required and to assist with the training of others including the training of administrative staff in schools.
Project Management

· Support and deliver HR projects across the Service, bringing about change and service improvements in agreed timescales.
Working Conditions/Circumstances 
· All staff are expected to act as ambassadors for the Schools HR & Payroll service. All staff are required to develop a good understanding of all services offered and proactively promote these to existing and potential customers as appropriate.
· Flexi time is available upon agreement with the postholder’s line manager and conducive to the business operation.
· All staff are expected to demonstrate a flexible approach in the delivery of work within the HR Service. They are required to be proactive members of the HR team and work closely with all other members to ensure both timely and best outcomes are achieved for all customers. To support this approach, all HR and Payroll staff may be required to work with external and internal partners, work across formal lines of accountability and perform duties not specifically identified in the job description but which are in line with the general level of responsibility of the post.

Person Specification
	SAFEGUARDING

	We are committed to safeguarding and promoting the welfare of children and young people. All employees are expected to share this commitment by ensuring that safeguarding procedures are followed in the course of their work.



	EQUALITY AND DIVERSITY

	We are committed to and champion equality and diversity in all aspects of employment with NPW. All employees are expected to understand and promote our Equality and Diversity Policy in the course of their work.




Key criteria

	Criteria E = Essential, D = Desirable

	Skills and Abilities
· Ability to work to multiple deadlines.   

· Proficient IT skills

· Excellent  Literacy & numeracy skills.

· Excellent oral communication skills to deal with a wide range of people

· Ability to draft non routine correspondence

· Ability and willingness to work in a team

· Ability to contribute to the training of less experienced staff and the admin staff in schools.

· Ability to understand how the conditions of service apply to different groups of workers and to interpret those conditions in relation to staff recruitment, promotion and other personnel related matters. 

	E
E

E

E

E

E

E

E

	Experience
· Experience of working in an office environment within a team.

· Experience of working in a personnel environment

· Experience of supervising/training less experienced staff and deputising for HR Operations Manager/Team Leader

	E
E

D

	Qualifications

· High level of literacy & numeracy sufficient undertake complex letter writing and complex calculations

	E

	Knowledge
· Up to date knowledge of Advertising related matters

· Knowledge and Understanding of conditions of service for school staff

· Knowledge of appropriate teacher and support staff pay related conditions of service 

	E
D

D

	Personal Attributes and Other Requirement

· Will be required to work during school holidays

	E


Core Competencies
The framework has various levels within each competency to make it relevant for all grade of employee. The table below details the competencies and levels that are required for this post. Please refer to the NPW Competency Framework, for the full criteria for each competency and level. 
	Competency
	Level
	Description

	Customer Care and Service Delivery
Understanding the needs of the customer and prioritising to ensure customer satisfaction.
	2
	· Develops internal relationships to improve service delivery

· Introduces improvements to the way things are done to maximise customers’ experience

· Acts quickly to resolve problems and issues, giving priority to maintaining service to customers
· Challenges poor services by others and helps them to improve


	Collaborative Working
Working with and understanding the roles of internal staff / service and external agencies.
	1
	· Offers to help when resources or deadlines are tight

· Shares information with colleagues to achieve consistency

· Works collaboratively with people from other teams / services to provide the best service for the customer

· Works sensitively with others, taking their needs into consideration

· Responds positively to requests for help and support 


	Seeking Excellence
Identifying potential for improvement in our own service area and NPW as an organisation.
	2
	· Uses feedback from others to self develop and improve work processes

· Listens to concerns about change and tries to find solutions

· Adapts quickly to changes and encourages positive thinking

· Encourages a culture of continuous improvement, clearly explaining the benefits of change 


	Communication and Relationships
Ability to work effectively with other people via difference methods, both inside and outside of NPW, building and promoting effective working relationships.
	2
	· Shows understanding of others viewpoints and ideas

· Enhances communication through the use of visual aids and technology when appropriate

· Shares information and communicates effectively with others

· Provides active support to enable individuals to communicate and participate in communication

· Successfully persuades people of the benefits of a particular approach / idea


	Achieving Results
How well we reach our individual objectives and deadlines, dealing with obstacles to ensure completion.
	2
	· Willingly accepts challenging goals

· Encourages hard work and high standards in self and others

· Takes responsibility for achieving outcomes and making appropriate decisions

· Develop new ways of working to achieve results

· Puts in extra effort to overcome difficulties 




Specific Competencies

	Competency
	Level
	Description

	Forward Planning
Having a clear plan for achieving objectives and monitoring progress
	1
	· Plans own workloads to meet agreed deadlines, objectives and priorities

· Keeps track of tasks without being reminded

· Checks own work for quality and accuracy against agreed standards

· Alerts others if potential problems appear

· Plans and prioritises workload appropriately

· Makes effective use of time



	Business Awareness
Understanding the direction and strategic plan for our service area and NPW as an organisation.
	1
	· Shows understanding of the purpose of own job within the organisation

· Is aware of the services provided throughout all departments within the organisation

· Understanding the strategic themes and their importance to the business

· Shows understanding of the knock-on effects of mistakes and poor communication




