
People and Culture Administrator
JOB DESCRIPTION AND PERSON SPECIFICATION


Job Details


Post title: 		People and Culture Administrator
Salary Range: 	Band E SCP 12-17 £28,598 - £31,022 per annum (37 hours x 52 weeks)
Accountable to:	People and Culture Business PartnerOverall Purpose of



To deliver high‑quality, confidential HR administration across the People and Culture Team, academies and the Trust, supporting safer recruitment, employment processes and workforce data management. The role provides specialist administrative support across multiple academies, ensuring HR procedures are followed accurately and consistently, statutory and safeguarding requirements are met, and Trust HR records and systems are maintained to a high standard.

 Main purpose of the post

 
The People and Culture Administrator will undertake a broad range of specialist HR administrative duties requiring accuracy, autonomy and attention to detail. The postholder will coordinate processes across the full employee lifecycle, acting as a central point for HR administration for academies and central services.
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Safer Recruitment and Pre‑Employment Checks

· Coordinate and administer recruitment activity across the Trust in line with Trust policies and safer recruitment requirements.
· Prepare and advertise vacancies, ensuring compliance with Trust standards.
· Administer end‑to‑end pre‑employment checks in line with Keeping Children Safe in Education, including DBS, right to work, identity checks, references and prohibition checks.
· Record recruitment and vetting information accurately on Trust systems, including the Single Central Record.
· Monitor the progress of recruitment checks, identifying missing information and chasing outstanding documentation.
· Maintain accurate audit trails and documentation for safeguarding and compliance purposes.
· Escalate concerns, discrepancies or risks identified during recruitment processes to the People Culture and Engagement Manager and/or the People and Culture Business Partner.
· Coordinate induction processes for new staff and volunteers, ensuring documentation and access arrangements are in place.

HR Administration and Workforce Processes

· Administer all aspects of the employee lifecycle, including starters, contractual changes, probation documentation and leavers.
· Maintain accurate and up‑to‑date employee records on Trust HR and MIS systems (e.g. SAM People, Arbor).
· Prepare standard HR correspondence, contracts and documentation using Trust templates.
· Administer probationary period processes by monitoring timelines, issuing documentation and maintaining records in line with Trust procedures.
· Coordinate the scheduling and administration of HR meetings, including note taking and document preparation where required.
· Collate and prepare documentation packs for employee relations processes as directed by the People Culture and Engagement Manager and/or the People and Culture Business Partner.
· Support payroll processes by accurately administering starters, leavers, contractual changes, absence and overtime information within required deadlines.

HR Systems, Data and Reporting

· Act as a key administrator for Trust HR systems, ensuring data accuracy and consistency across academies.
· Carry out regular data cleansing, audits and validation checks to maintain the integrity of HR records.
· Produce HR reports and data returns as required for internal management, governance or statutory purposes.
· Maintain spreadsheets, databases and trackers to monitor workforce activity and compliance.

Policy, Compliance and Trust‑Wide Coordination

· Support the maintenance and distribution of Trust HR policies and procedures.
· Ensure HR documentation and processes are applied consistently across academies.
· Support Trust‑wide HR audits, inspections and reviews by preparing required documentation and evidence.
· Handle all information with discretion and in strict accordance with data protection legislation.




General requirements


· Promote and safeguard the welfare of children, young people and vulnerable adults in line with Trust safeguarding policies.
· Work in accordance with the Trust’s Equal Opportunities, Health & Safety and Code of Conduct policies.
· Undertake relevant training to maintain knowledge and effectiveness in the role.
· Maintain a professional, positive and customer‑focused approach when working with academies and central teams.
· Attend meetings and training sessions as required.
· Undertake any other duties consistent with the grade of the post as requested by the HR Manager.


Vantage CE Academies Trust as an aware employer is committed to safeguarding and protecting the welfare of children and vulnerable adults as its number one priority. This commitment to robust recruitment, selection and induction procedures extends to organisations and services linked to the Trust on its behalf. This post is subject to an enhanced DBS check. We value variety and individual differences, and aim to create a culture, environment and practices at all levels which encompass acceptance, respect and inclusion. All our colleagues are expected to demonstrate a commitment to The Trust’s values and principles.

REVIEW ARRANGEMENTS The details contained in this Job Description reflect the content of the job at the date it was prepared. It should be remembered, however, that it is inevitable that over time, the nature of individual jobs will change, existing duties may no longer be required and other duties may be gained without changing the general nature of the duties or the level of responsibility entailed. Consequently, Vantage CE Academies Trust will expect to revise the Job Description from time to time and will consult with the post holder at the appropriate time.



Job Description prepared/revised:	June 2026
Prepared by:				Lesley Tait (People, Culture and Engagement 						Manager





Vantage Academy Trust is committed to equal opportunities in employment, and we positively welcome your application.




People and Culture Administrator
JOB DESCRIPTION AND PERSON SPECIFICATION

	
	
	Assessed by:

	No.
	CATEGORIES
	Essential/ Desirable
	Application Form
	Interview/ Task

	QUALIFICATIONS

	1.
	GCSEs in English & Maths at grade 4 or above (or equivalent)
	E
	✔
	

	2.
	Relevant HR or business administration qualification i.e. Level 3
	D
	✔
	

	KNOWLEDGE AND EXPERIENCE

	3.
	Demonstrable experience in HR administration or complex administrative roles within a school or education establishment
	D
	✔
	✔

	4.
	Experience of administering recruitment and employment processes.
	D
	✔
	✔

	5.
	Experience maintaining HR or equivalent systems and handling confidential data.
	E
	✔
	✔

	6.
	Strong understanding of compliance‑driven processes and deadlines.
	E
	✔
	✔

	7
	High level of accuracy and attention to detail.
	E
	✔
	✔

	8.
	Strong IT skills, including Microsoft Office, Google, and school MIS (Arbor & SAM)
	E
	✔
	✔

	9.
	Excellent organisational and time‑management skills.
	E
	✔
	✔

	BEHAVIOURS AND SKILLS

	10.
	Ability to work independently within established frameworks.
	E
	✔
	✔

	11.
	Ability to manage sensitive information with discretion and confidentiality.
	E
	✔
	✔

	12.
	To be flexible, to be able to adapt to changing workload demands and able to prioritise appropriately
	E
	✔
	✔

	13.
	Experience preparing reports and audit documentation.
	D
	✔
	✔

	14.
	Work constructively as part of a team, 
	E
	✔
	✔

	15.
	Ability to work collaboratively with colleagues and carry out role effectively, knowing when to seek help and advice
	E
	✔
	✔

	16.
	Have access to a vehicle or equivalent mobility to visit schools across the geographical area of the Trusts Academies
	E
	✔
	



	Note to Applicants: Please try to show in your application, how best you meet the above requirements
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