
AMERY HILL SCHOOL 
Education for Life 

 

 

HR Administrator 

 

 

Reports To Member of SLT responsible for the department 

Contract Term Permanent, Full time/Term Time only (40 weeks per year) 

Salary 
Band D £24,371-£26,814 (£27,780-£30,564 FTE) Pay award 
pending 
 

Hours 37 hours per week (40 weeks per year). Daily working hours 
are 8am-4pm, Monday to Thursday and 8am-3.30pm Friday. 
These hours include a 30-minute unpaid break.  

Start Date 01 September 2026 

Closing Date 22 June 2026 



AMERY HILL SCHOOL 
Education for Life 

Welcome from Rob Jeckells, Headteacher 

A very warm welcome to Amery Hill School - a thriving and welcoming learning 

community which is proud to serve the town of Alton and its surrounding villages. 

Amery   every aspect of school life.  Every student is valued as an individual and, 

whatever their goals, staff are there to support, nurture and assist them along their 

journey to success. Our motto, ‘Education for Life’, underpins all that we do. 

Our vision is to provide a welcoming and supportive learning community where all 
students are encouraged to become independent, creative, active and resilient 
learners with the empathy to respond responsibly and morally to the challenges of 
this ever-changing world. As the Headteacher of Amery Hill School, I am motivated 
by a sense of the absolute importance of what schools do and a conviction that 

education should be inspiring and enjoyable. I am delighted you are interested in applying for this position 
and joining our school community. 

  
Delivering our Vision, for Every Child, Every Day 
We aim for academic excellence and achievement for all of our students. We inspire and develop a genuine 

love of learning through the dedication of our staff in creating an ambitious educational environment that is 

exciting and accessible to all. This is supported by a wide range of extra-curricular activities and enrichment 

opportunities for students to explore and deepen their own interests.  

We work hard to identify and enhance each student’s strengths, focussing attention on personal development 

so that their time at Amery Hill is not just about a journey to academic success but also one of self-

understanding. Our aim is that on leaving Amery Hill our students can think, learn and cope independently so 

that they have the confidence to seize life’s opportunities and make a real contribution to the communities 

where they live and work. 

Investing in our Staff 
We recognise that our staff are our greatest asset and we are committed to providing a comprehensive CPD 

programme for all. Inspirational teaching and support for our students is core to delivery of our vision and we 

actively encourage every member of staff to continue their learning by 

participating in our Professional Learning Groups (PLGs) through which they will 

conduct research on pedagogy, trial its usefulness and embed its practices to 

ensure that we stay at the forefront of educational thinking, innovation and 

enquiry.   

Staff wellbeing is equally important to us and we have a number of wellbeing 

initiatives to provide a supportive work environment. In doing so, we acknowledge 

that the needs of staff change over time and are committed to allowing staff to 

balance their working lives with their personal needs and responsibilities.  

We would welcome informal visits ahead of application which can be arranged 

with our HR Officer, Mrs Percy, at recruitment@ameryhill.school or on 01420 

81307. We look forward to welcoming you to the truly inspiring learning 

community; come and see how our approach provides every student with an ‘Education for Life’. 

 

 

mailto:recruitment@ameryhill.school


AMERY HILL SCHOOL 
Education for Life 

Job Profile: HR Administrator 

Reports To School Business Manager 

Role Purpose Purpose of the Role:  
To provide comprehensive, high-quality personnel and payroll 
administration across the school, ensuring absolute compliance with 
statutory safeguarding and safer recruitment guidelines. 
 

Role Requirements Key Responsibilities 
 
Safeguarding & Compliance: 

● Single Central Record: Maintain the School Single Central Record 
(SCR) with total accuracy, in strict alignment with current safer 
recruitment, and statutory, guidelines. 

● Onboarding Checks: Manage the end-to-end onboarding process 
for all new members of staff, ensuring all pre-employment 
clearances, DBS checks, and references comply with safer 
recruitment standards. 

● Statutory Compliance: Support the school’s implementation of all 
current statutory requirements, keeping up to date with relevant 
changes in employment law that may impact staff. 

 
Recruitment & Contract Administration 

● Vacancy Management: Produce, format, and publish job vacancies 
across chosen recruitment platforms. 

● Interview Coordination: Organise, schedule, and manage the 
logistics for staff interviews. 

● Contracts & Correspondence: Produce and issue formal staff 
correspondence, contract offers, and contract amendments, 
ensuring all staff files are meticulously kept up to date. 

 
Payroll, Pensions & Statutory Reporting 

● Payroll Maintenance: Maintain accurate details on the external 
payroll system. Ensure all staff changes, deductions, and variations 
are actioned seamlessly and that all monthly pay records are 
correct. 

● Absence Tracking: Record, monitor, and manage absence records 
for all school staff. 

● Statutory Returns: Take full responsibility for the completion and 
submission of the annual School Workforce Census and annual 
pension returns. 

 
Operational Support & School Safety 

● Reception Cover: Provide dedicated, professional cover for the 
school reception daily from 3:05 PM to 4:00 PM Monday to 
Thursday and 3.05-3.30 Friday. managing end-of-day queries, 
visitors, and telephone calls. 

● Fire Safety: Produce, maintain, and update accurate, real-time 
staff fire lists. 

 
 



AMERY HILL SCHOOL 
Education for Life 

General Duties 
● Any other HR or administration duties that fall within the scope of 

the role as required. 
● To act as a fire marshal 
● Be aware of the responsibility for personal health, safety and 

welfare and that of others who may be affected by your actions or 
inactions. Co-operate with the employer on all issues to do with 
health, safety & welfare 

● Support the school’s implementation of all other current statutory 
requirements 

 
Continuing Professional Development – Personal  

● actively pursue own personal development and take full 
advantage of training provided 

● maintain a professional portfolio of evidence to support the 
Appraisal process - evaluating and improving own practice  

● participate in new initiatives and future changes in service delivery 
improvements to support the objectives of the school 

● undertake such duties as may be considered appropriate in line 
with the needs of the school 

 

Skills and Experience Essential Criteria  
● Excellent communication skills and a high level of 

discretion/confidentiality. 
● Strong IT and administrative skills for record-keeping. 
● A sense of humour;  
● Adaptability; ability to use own initiative, 
● Ability to work alone and as part of a team;  
● Ability to build good working relationships with a range of 

colleagues;  
● A clear communicator;  
● Demonstrate a willingness to take responsibility for continued 

professional development  
 
Desirable Criteria  

● Experience working with children or young people (ideally within 
an educational, youth work, or healthcare setting). 
Experience of working in a personnel-focused role.  

Personal Qualities ● High levels of integrity and confidentiality 
● Commitment to upholding the ethos and values of the school 
● Ability to work independently and as part of a team 
● Willingness to show initiative and take responsibility 
● Commitment to safeguarding and promoting the welfare of 

children 
 

Qualifications and 
Training 

Essential Criteria  
● A good level of general education including GCSE (grade A-C) or 

equivalent, in maths and English 
 



AMERY HILL SCHOOL 
Education for Life 

Hours Full time/Term Time only 37 hours per week (40 weeks per year). Daily 
working hours are 8am.-4pm Monday to Thursday and 8.am-3.30pm 
Friday, and include a 30-minute unpaid break.  
 

Salary Band D £24,371-£26,814 (£27,780-£30,564 FTE) 
 

Contract Permanent 
 

Additional Information This job description is not necessarily a comprehensive definition of the 
post. It sets out the duties of the post at the time it was drawn up. Such 
duties may vary from time to time without changing the general character 
of the duties and the level of responsibility entailed. Such variations are a 
common occurrence and cannot themselves justify a reconsideration of 
the grading of the post. 
 

 

 

Further Information 

Safeguarding 
This role will involve contact with children. Amery Hill School is committed to safeguarding and promoting the 

welfare of children and young people and expects all staff to share this commitment. We follow a strict safer 

recruitment process and carry out a number of pre-employment checks, including enhanced DBS checks. All 

applicants are required to declare any criminal convictions, cautions or disciplinary proceedings related to 

young people and must be willing to undergo child protection screening appropriate to the post including 

checks with past employers and the Disclosure and Barring Services. Full details are given on the application 

form.  

 

Application Process 
Please click on the ‘Apply’ button on the vacancy advert on the My New Term portal. A Curriculum Vitae (CV) 
is not required and will, therefore, not be considered within the short-listing process. 

Applications will be considered in the order in which they are received and in instances of high volumes of 
applications received, we reserve the right to close a vacancy earlier than the advertised date if we receive 
applications that meet the criteria. Once a vacancy has closed, we are unable to consider further applications, 
so please submit your application as soon as possible to avoid disappointment.  

Amery Hill School is committed to ensuring that the privacy of applicants and employees is protected. The 
School Privacy Notice sets out how the school uses and protects any personally identifiable information that 
is collected as part of the recruitment process. 

 



AMERY HILL SCHOOL 
Education for Life 

If you have any queries about the recruitment process, please contact our HR Officer, Mrs Percy, at 
recruitment@ameryhill.school or on 01420 81307.  

 
Equal Opportunities 
Amery Hill School is an equal opportunities employer and welcomes applications from appropriately qualified 
persons from all backgrounds. We are dedicated to creating and sustaining an environment that values 
individuality and difference and celebrates the diversity of both staff and students by fostering perseverance, 
tolerance and integrity. We believe in equal opportunity for everyone, irrespective of age, disability, gender, 
gender reassignment, marriage or civil partnership, pregnancy or maternity, race, religion or belief, sexual 
orientation or socio-economic background. Candidates will be assessed against relevant criteria only (i.e. skills, 
qualifications, abilities, experience) in selection and recruitment. 

Staff Benefits of Working at Amery Hill School  

Amery Hill School enjoys a very positive working environment and staff often dedicate their whole careers 

to the school.  We also pride ourselves, however, on developing individuals and moving them on to promoted 

posts both within and outside the school through a comprehensive Continuing Professional Development 

programme.  Like all education institutions we demand a great deal from those who are employed here but 

in return we provide a caring atmosphere within which to work.  Amery Hill School is committed to promoting 

high levels of health and wellbeing and recognises the importance of identifying and reducing workplace 

stressors.   

The benefits include: 

● Generous employer contributions to both The Teachers’ Pension Plan and to the 
Hampshire Local Government Pension Plan 

● Access to a free and strictly confidential counselling support line and face to face sessions 
if deemed appropriate for both employees and their immediate family  

● Access to free eye tests and to the cost of glasses if, as a result of the examination, it is 
considered necessary by the optician that glasses be worn for display screen work 

● Opportunities for overseas travel during our extensive programme of school visits 
● Staff sporting events 
● Whole staff social events 
● Free tea and coffee available in a large and well-equipped staff room 
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