[image: image1.png]



UPPINGHAM SCHOOL

HR Coordinator 
JOB DETAILS

General

Uppingham School, founded in 1584, is a leading co-educational independent boarding school.  Its 800 pupils, aged 13-18, are accommodated in 15 boarding houses, taught by over 20 academic departments, and participate in numerous extra-curricular activities such as sports, music, and drama.  The academic programme is supported by business units responsible for marketing, estates, finance, human resources, IT, catering, cleaning, health and safety, and the School’s trading subsidiary.  The School employs over 600 staff.
Job Purpose

As HR Coordinator you will provide a comprehensive, accurate and high-quality HR administration service across the employee life cycle to internal and external customers, ensuring that tasks, systems and process are continually maintained, updated and improved, ensuring that the delivery of HR administration to the organisation is to the highest standard and provided in a timely and efficient manner to all stakeholders.

Key responsibilities 

· Ensure paper and electronic HR records and associated information are up to date, accurate and comply with legislation

· Oversee compliance processes to ensure statutory safer recruitment requirements are in place for all new starters and ensuring the Single Centre Record (SCR) is up-to-date at all times

· Prepare HR related correspondence in relation to contractual changes, with the support of the HR Business Partners

· Produce standard monthly reports as required (e.g., starters, leavers, changes, probationary, absence)

· Ensure the timely submission of any new or amended payroll information, and that all systems are updated accordingly

· Ensure probationary review processes undertaken in a timely manner

· Ensuring the effective scheme administration of company benefits, through liaison with third parties where required

· Ensuring all company benefit subscriptions are activated / deactivated in a timely manner

· Supporting HR Business Partners in the timely production and issuing of offer letters and contracts and amendments

· Coordinating recruitment and selection processes

· Coordinating and running the induction process 

· Provide support where necessary at employment meetings 

· Ensure all absence records are updated and absence levels monitored

· Processing leaver documentation, recording leaver information, providing employment references

· Carry out telephone and/or face-to-face leaver interviews

· Ensure the timely provision, return and monitoring of documentation in relation to performance management e.g. appraisals, probationary reviews

· Ensure that absence records are updated, and absence levels monitored

· Provide basic advice and support regarding contract of employment, benefits and company policies and procedures
You will be a success if you:
· Are a professional confident self-starter, who can both demonstrate and exercise discretion and confidentiality

· Are able to juggle the many demands of the different businesses we support. 

· Are able to show compassion and explain our policies clearly

· Are administratively strong - comfortable with systems, reporting and process. 

· Demonstrate strong attention to detail

· Are able to work collaboratively as part of a team and autonomously

· Thrive on doing a good job by providing excellent customer service to our managers and employees, as well as within your own team

· Are highly organised and adaptable, comfortable in a fast-paced, ever-changing environment. 

· Have the ability to think for yourself and consider the bigger picture

· Can work within the Uppingham School core values at all times demonstrating excellent communication and interpersonal skills 

Please note this job description outlines the main duties and responsibilities of the position and is designed for the benefit of both the post holder and Uppingham School in understanding the prime functions of the post.  It should not be regarded as exclusive nor exhaustive as there may be other duties and requirements associated with and covered by the post.

Person Specification

The selection of candidates for short-listing will be based on this specification and candidates should bear this in mind when preparing their application and completing the application form.
	
	Essential
	Desirable

	Education and qualifications
	· Good standard of education including Level 2 English & Maths
	· CIPD level 3 qualification (or equivalent)

· Current CIPD membership

	Knowledge and Experiences
	· Strong experience within an HR Environment

· Good general administration experience 

· Working in a busy environment with tasks that require a short turnaround

· Good knowledge of HR processes and terminology

· Excellent IT skills – proficiency in Excel, PowerPoint, Word, Outlook and previous experience of HR databases
	· Previous experience in an Independent School environment

· Experience of overseeing others work flow

· Experience of using HR systems

· Previous user of Access Select HR (or similar HR system)
· Knowledge of current Employment Law and compliance (i.e. GDPR)

	Skills
	· Highly discreet with confidential information and demonstrates professionalism and respect for confidentiality

· Ability to work with limited supervision and use initiative once skilled and comfortable with tasks & activities

· Effective communication and interpersonal skills, in order to deal tactfully and sensitively with people at all levels

· Good organisational skills

· Ability to maintain good working relationships with a wide range of people

· Ability to work as part of a team

· Ability to effectively multi-task, prioritizing workload, time management and manage conflicting priorities

· Customer Service focus

· A high level of attention to detail

· Process driven, with a methodical and accurate approach

	

	Attitude
	· Goes the extra mile

· Ability to work under pressure whilst maintaining a professional attitude

· Positive can-do attitude

· A flexible attitude and willingness to learn

· An ability to embrace and deliver rapid change
	


Terms and Conditions
· Salary 

c£22,000 per annum.  Salaries are generally reviewed on 1 September each year.  

· Holidays

The annual holiday entitlement is 30 days holiday per annum plus bank holidays.  Public Holidays that fall in term time are normal working days.  Holidays must be agreed in advance by the Payroll and Benefits Manager due to the nature of payroll work.

It should be noted that up to 5 days’ holiday (less public holiday) may be required to be taken, subject to line manager approval, over the Christmas/New Year period, when the School is mainly closed.

· Other Benefits

· Access to the Uppingham School Group Pension Plan.  Employees will be subject to auto-enrolment legislation, but may increase their contribution after a qualifying period, subject to certain criteria.  The School will match increased contributions on a 2:1 basis, up to a maximum of 10% contribution by the School

· Private Health care: the School pays 50% of the premium (pro-rata for part-time staff)

· Free staff lunches during term time

· Full membership of Uppingham School Sports Centre for an annual fee only of £15 for full-time employees, pro-rated monthly membership for part-time employees

· Uppingham Benefits – in partnership with Sodexo, staff have access to a variety of offers, discounts and rewards 

· Death in service cover* with a lump sum of two times the contractual annual salary

Applications

Applicants should complete the School’s application form, which can be obtained from the School’s website (www.uppingham.co.uk) and returned when complete to:

E: hr@uppingham.co.uk 
T: 01572 820 647
The HR Department

Uppingham School

High Street West

Uppingham 

Rutland

LE15 9QD

