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Job Description

Position:		Human Resources Assistant 

Salary:			Band E – spinal point 5 - £23,500 (FTE)

Hours:			15 hours per week, term time only (hours can be worked flexibly) 

Job Location:	The main place of work is My Place, Rotherham Opportunities College (ROC). The college operates over different sites and staff are required to be flexible in their approach and are expected to work at the different sites as and when required.  There may be occasional evening and weekend working required. 

Responsible to:	Business Manager 

Main Duties:

· To support the Business Manager with human resources tasks such as recruitment e.g. applying for references, completing work histories and arranging interviews. 
· Completing onboarding tasks.
· To attend human resources related meetings and minute as required. 
· To assist with payroll and pay related concerns. 
· Support with managing staff related matters including handling of disciplinary needs.
· Ensure ROC’s compliance with laws and regulations.
· Supporting probationary periods.
· Holding training records and certificates. 
· Supporting staff wellbeing e.g. EAP referrals, counselling referrals. 
· Other related duties. 


The college is committed to safeguarding and promoting the welfare of children, young people and adults at risk and expects all staff and volunteers to share this commitment.

The successful candidate will:

· Have experience of working within human resources. 
· Be confidential and committed to providing a supportive person-centred service. 
· Be passionate about working within an educational environment and with young people who have special education needs. 
· Be willing to undertake all required trainings and undergo an enhanced DBS check. 
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