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HR Services from Dudley Council





	Job Title
	Administrative/Clerical Assistant (Level 3)
	School
	Peters Hill Primary School

	
	
	
	

	Post Number
	AC3
	
	

	
	
	
	

	Grade
	4 

(point 5-6)
	Salary
	£24790-£25183 

Actual Term Time Salary £13013.09 - £13219.39
	
	22.5 hours per week 

39 weeks per year

	
	
	
	



	Reports To
	School Business Manager



	Purpose of the Job

	

	To provide effective administrative support with a focus on HR and staffing tasks, ensuring smooth operational processes aligned with school policies and legal requirements.

Level 3 Staff work under the guidance of the Business Manager with a limited degree of autonomy. Staff undertaking a level 3 role will need to have specific skills and experience and may carryout day to day responsibility for regular administrative tasks, overseen by a supervisor. The basic entry requirement recommended for this role is NVQ 3 or an equivalent qualification relating to admin/HR.  Staff should hold this qualification, or, where the school deems it to be an essential requirement, be working towards it.           



	Main Activities

	

	Administrative Duties
· Maintain and update staff personnel files, including contracts, amendments and DBS documentation.

· Issue new staff and governor contracts, along with amendments when required.

· Manage the recruitment process: creating and posting adverts, organising interviews, completing safer recruitment check, sourcing references and managing candidate communications.

· Support the onboarding of new staff and volunteers, including creation of contracts and DBS procedures.

· Record and update staff leavers, ensuring all documentation, including departure letters and exit processes are completed.

· Support the administration of DBS checks for staff, volunteers and governors, ensuring compliance and timely renewals.

· Maintain accurate records of all staff and governor checks, including new and ongoing verifications.

· Support the scheduling and recording of new governor checks and safeguarding compliance.

· Assist with reference requests for candidates, ensuring confidentiality and compliance with school policies.
· Support the induction process for new staff and volunteers, including contract signing and safeguarding procedures.

· Track staff training in relation to GDPR and information security ensuring compliance. 
· Review Information Governance newsletter/communications and implement procedures as applicable.

· Review Privacy Notices (pupil, workforce and volunteers). DPIA’s IAR, LIA’s annually.

· Attend IG training sessions and process any SAR or FO1 requests.
· Support the safeguarding team in keeping the single central record up to date. 
· Keep an overview of staff training records and where training needs to be renewed, co-ordinate an appropriate training course. 

Support for the School
· Provide comprehensive administrative support to the Headteacher and leadership team.

· Assist with scheduling and documentation for governor meetings, including checks and vetting.

· Support staff wellbeing initiatives and communication regarding staffing and HR policies.

· Contribute to school-wide HR and Safeguarding audits and compliance processes.

· Support school policies and procedures related to HR, including confidentiality and safeguarding.

· Support the school admission process including administrative support for in year pupil movement and cohorts starting/leaving school. 
· Support the administrative process for after school clubs. 

All staff in school will be expected to accept reasonable flexibility in working arrangements and the allocation of duties in pursuance of raising pupil achievement. Any changes will take account of salary/ status/hours and will be subject to discussion, in accordance with the guidance note on contractual changes.




	
	

	Special Conditions
	This post is subject to the DBS checking process

The exact focus of the role will be decided at school level and will take account of the needs of the school, and the development needs of the member of staff. 

The salary offered reflects the fact that the post holder will be required to work 22.5 hours per week, term-time only

	
	

	Car Allowance
	 N/A

	
	

	Prepared By

(Section/Mgr)
	Simon Duncan

	
	

	Review Date 


15.12.25
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