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HR ADVISOR


	Job title:
	HR Advisor (maternity cover)

	Location:
	Emanuel School, Battersea Rise, London, SW11 1HS

	Reporting line:
	HR Director

	Hours:

	8am to 5pm, Monday to Friday in term time. 

9:30am to 4:30pm, Monday to Friday during school holiday periods. 

This is an onsite role during term time. During school holidays, hybrid options are available (3 days onsite/2 days WFH)

Flexibility in working hours will be considered for the right candidate.

This is an all-year position, working during term time and school holidays. 

Occasional Saturday mornings and evenings may also be required.
 

	Contract:
	Fixed term for the purposes of a maternity cover, commencing as soon as possible and terminating June 2027.


	Salary:
	£40,000 - £45,000 per annum depending on skills and experience

	Benefits:

	· A generous annual leave allowance (33 days plus UK bank holidays)
· Defined pension contribution scheme, with up to 14% employer contribution and life insurance cover. 
· The school operates salary exchange, and any employer National Insurance savings are passed back to staff as an additional pension contribution
· Salary sacrifice childcare vouchers through TEDS Premier (subject to eligibility criteria)
· Free lunches
· Simply Health healthcare plan, including flu jabs, online GP service and counselling
· Discounts in local shops, restaurants and businesses
· Season ticket loans and ride to work scheme
· Training and development support


	Closing date:
	Tuesday 16th June 2026

	
	Do note that interviews may be held at any stage after applications are received, so candidates are advised to apply as soon as possible.
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Key Responsibilities and Accountabilities

Recruitment & compliance
1. Coordinate external and internal recruitment processes across the school, including posting adverts, providing administrative support for scheduling and booking interviews, liaising with the candidates, and conducting safeguarding interviews.
2. Organise supply staff in liaison with the teacher in charge of cover.
3. Ensure that the pre-employment checks prescribed by KCSIE are undertaken to the correct level for all staff, contractors, and volunteers.
4. Maintain and update the school Single Central record (SCR).
5. Create and monitor DBS risk assessments in line with the school’s recruitment policy.
6. Implement & maintain a DBS renewal system.
7. Advise managers on the requirements of safer recruitment in schools.
8. To draft offer letters, contracts of employment and contract for services. 


Employee lifecycle & administration
9. Submit information to payroll by the published deadlines, utilising the HR/Payroll system CINTRA in an accurate and effective manner.
10. Organise inductions, including ID cards and IT equipment, for new staff on their first day.
11. To keep school systems up to date, including ISAMS and CINTRA (payroll and HR).
12. Draft letters for staff, including but not limited to:
· Offer letters and employment contracts
· Changes to terms and conditions of employment
· Probation letters
· Leavers
· Probation letters
· Contract for services for self-employed staff
13. Work with the EA to the Head to respond to reference requests in a timely fashion.
14. Manage support staff appraisals & probations
15. Keep paper and online personnel files up to date.

HR casework
16. Under the supervision of the HR Director, to undertake HR casework relating to support and teaching staff, escalating to HR Director as required. Including, but not limited to;
· Disciplinary
· Capability
· Grievance
· Restructures and consultations
· Flexible working
· Salary review requests
· Sickness absences
· Maternity/paternity/shared parental
· Other types of leave
17. Minuting meetings for the HR Director as required.
18. Arrange school doctor/occupational health appointments.
19. Coach and support line managers in relation to the support they provide to their teams.
20. Monitor support staff absence of all types
21. To assist the HR Director with the review of HR policies.
22. Assist the HR Director with casework as required.



Other
23. To act as first point of contact for HR & recruitment queries from managers and staff.
24. Delegate for the HR Director as required.
25. Co-ordinating holidays with the HR team to ensure good cover.
26. To act as a central point of contact for projects delegated by the HR director, and to lead/participate in school projects using own initiative, keeping to agreed deadlines.
27. To conduct all duties in the spirit of absolute discretion.
28. Playing an active and full part in the life of the school community.
29. Complying with relevant Emanuel policies and procedures, including safeguarding procedures, at all times.
30. Undertaking any other task requested by the line manager or a senior colleague that is within the individual’s abilities.

This job description should be seen as enabling rather than prescriptive and will be subject to regular review as the needs of the school evolve. You will be required to undertake other comparable duties as the deputy head, headmaster or senior colleague may require from time to time.
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The attributes below give an indication of the type of person who may succeed in this role. However, we always consider positively people with backgrounds in different sectors or with the skills/experience that may help them to bring a new perspective to our work. When applying, please do set out clearly how the knowledge, skills and experience that you bring would help you to achieve this important role, whatever your prior experience.

Qualifications and knowledge
· Educated to degree level or equivalent experience (essential)
· Qualified to CIPD Level 5 or equivalent by experience (essential)

Experience
· Experience of providing generalist HR advice, application of HR policies and first line employee relations (essential)
· Experience of managing a significant administrative workload effectively (essential)
· Experience of working with confidential data and maintaining accurate administrative records (essential)
· Experience of working within an education setting, preferably a school (desirable)
· Experience of carrying out pre-employment checks and maintaining a single central register (desirable)
· Experience of maintaining a HR system (desirable)

Skills
· Strong IT skills and knowledge including Microsoft Word, Outlook and Excel (essential)
· Minute-writing skills (essential)
· Excellent written communication, including ability to produce letters and written papers to a high standard (essential)
· Excellent communication skills in person and over the ‘phone (essential)
· Strong administrative and record-keeping skills (essential)


Personal competencies and qualities
· Friendly and approachable, with the ability to develop and maintain professional relationships at all levels (essential)
· A team player with a collaborative approach (essential)
· Excellent organisation and time management (essential)
· Able to work under pressure and juggle competing deadlines (essential)
· High attention to detail (essential)
· Pro-active and willing to use initiative and take ownership of processes (essential) 
· Discreet and professional, always adhering to confidentiality requirements (essential)
· Eager to learn and engage with continuous professional development (essential)
· Adaptable and flexible (essential)
· Proactive and able to work independently using initiative (essential)

Please note that as part of our safeguarding policy, applicants will be required to undertake screening relevant to the post, including checks with past employers and the Disclosure and Barring Service.
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