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Dear Applicant,







July 2017
Position: Human Resources Assistant
This application pack consists of:

· Information about the school

· The job description and person specification

· A summary of the terms and conditions of employment.

The Application Form for the position is available on the “work with us” section of our web page.
Before preparing your application make sure you read through all the material carefully. Shortlisting will be carried out based only on the information you give us in your application form. 

Applications must be received as soon as possible and no later than 11 August 2017. Please email the relevant Application Form to jobs@lyceeinternational.london. Applications will be considered as they are received. Please ensure your name is on each document you send.
The Lycée International de Londres (LIL) is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. Applicants must be willing to undergo child protection screening appropriate to the post, including checks with past employers and the Disclosure and Barring Bureau.  Please do not apply unless you have a valid permit allowing you to work in the UK, as proof will be requested during the recruitment process.
Lycée International de Londres Winston Churchill is an equal opportunities employer.
Interviews and assessment for the post will take place as soon as possible. If you are selected for an interview you will be given as much notice as possible. 

Information in the form of personal data will be used to process the application for recruitment purposes. Unsuccessful applications will be destroyed after one year. The personal data on successful applicants will be needed to administer their employment and further information on how this will be used will be available during the induction period.

I look forward to receiving your application. If you have any queries, please do not hesitate to email me at jobs@lyceeinternational.london

Yours faithfully,

HR Department

Lycée international de Londres

Description of LILWC

Lycée International de Londres - Winston Churchill (LILWC) opened to pupils in September 2015. It is located at 54 Forty Lane, Wembley, London HA9 9LY.
Although it opened to 460 pupils in 2015-2016, it will in due course accommodate up to 1300 children between the ages of 5 and 19. The School initially recruited 62 members of staff including 34 teachers with a mixture of nationalities.

The principal aim of the school is to provide a French international education to young French, British and international students and to encourage academic excellence as prescribed by the French Ministry of Education with the goal of exceeding the stated requirements. 

We are seeking a Human Resources Assistant
Lycée International de Londres, a registered charity, is the proprietor of the School.
Further information about the School is available on its website: http://lyceeinternational.london/
Job description – Human Resources Assistant
Responsible to: Head of Human Resources 
Overview

We are seeking a Human Resources Assistant to provide high-quality administrative support to the Head of HR on a wide range of areas including recruitment, learning and development, implementation of policies and services, payroll, contract change and leavers administration, benefits, and maintaining and improving HR information and administrative systems.

You will ensure that all relevant stakeholders are provided with excellent customer service and support the Head of HR in ensuring that all HR processes and systems are streamlined and improved continuously to ensure the delivery of an effective and value-added HR service.

The successful candidate will be educated to degree level and have a good knowledge of HR and employment services, practices, policies and legislation. You will have previous experience of HR administration at an assistant level, and will be able to work well under pressure within a busy office environment.
Key Responsibilities and Accountabilities
· Manage all HR administrative duties (e.g. ad hoc letters, post, filing, photocopying, archiving of leavers and recruitment files etc.) including minute taking and supporting discipline and grievance processes;
· Manage the recruitment planning process from A-Z in compliance with DfE safeguarding recruitment requirement for schools, coordinating between line managers, Heads of Department, agencies and candidates; 

· Maintain an accurate and up to date single central register;
· Assist the Head of HR in organising staff inductions;
· Ensure that all administrative activities are carried out in an efficient manner for new hires e.g. production of offer letters, contracts etc. and ensure all necessary paperwork has been returned, references are requested and all paper/system based records are accurately updated;
· Maintain up to date staff records. Track progress of new starters and ensure all employee probation reviews have been conducted, logged and any relevant paperwork has been filed/actioned;
· Run monthly absence reports and chase all relevant paper work, i.e. Fit Notes and Self Certification Forms;
· Assist the Head of HR with the implementation of HR policies and procedures; 

· In conjunction with line managers and the Head of HR, review and update job descriptions and person specifications on an annual basis;
· Book staff members CPD trainings and organise travel and accommodation;
· Ensure the Finance department are informed of employees terms and conditions and personnel records for the purpose of payroll; 
· Develop and maintain good employee relations through a thorough knowledge of the School organisation and understanding its objectives, whilst promoting good practice regarding confidentiality, health and safety, child protection and equal opportunities;
· Undertake any other reasonable ad-hoc HR tasks as requested by line management.

Education & Experience Required 
· Bilingual French/English;
· Adaptable and with an ability to multi task, plan and prioritise;

· Organised and accurate with a high attention to detail;
· Flexible and willing to learn;
· Ideally understanding and experience of the recruitment life cycle and UK employment law;
· Able to respect utmost confidentiality regarding all information relating to this post;
· Experience of managing extensive and diverse workload;
· Confident communicator, with excellent written and verbal communication skills in both languages;
· Able to work alongside all members of staff with the ability to show tact, diplomacy and professionalism at all times;
· High level of IT skills including Word and Excel. Knowledge of Google Docs preferable.
This job description sets out the duties of the post at the time it was drawn up.  The post holder may be required from time to time to undertake other duties within the School as may be reasonable expected, without changing the general character of the duties or the level of responsibility entailed.  This is a common occurrence and would not justify a reconsideration of the grading of the post.

It is a requirement that all staff work in a flexible manner compatible with their jobs and in line with the objectives of the Lycée International de Londres. Please note that the job description for this position may be reviewed and amended to incorporate the future needs of the Lycée.

For more information about the school, please visit our website:   http://www.lyceeinternational.london
Lycée International de Londres Winston Churchill is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. Safer recruitment practice and pre-employment checks will be undertaken before any appointment is confirmed. Appointment is subject to an enhanced Disclosure and Barring Service (DBS) check for regulated activity and overseas police checks from any countries a candidate has lived for longer than three months since the age of 18.
Lycée International de Londres Winston Churchill is an equal opportunities employer.
TERMS & CONDITIONS

The terms below do not form part of a contract and are for information only.  Should you be offered and accept employment with Lycée International de Londres you will receive a contract setting out in full your terms and conditions. All offers of employment are subject to the receipt of references satisfactory to us, proof of eligibility to work in the UK and an Enhanced DBS checks.

Job title: Human Resources Assistant
Start date:  Immediately and no later than 21 August 2017
Salary


£24,000-26,000 per annum
Benefits in kind
Free lunch; employer’s contribution to the people’s pension fund; approximately 2 extra weeks holiday at Christmas; 1 extra French bank holiday; reduced hours during school holidays; child care vouchers.

Hours of Work 

8.30am – 5.30pm (40 hours/week)
Flexibility is essential in this role.
There is a lunch break of one hour. The lunch break is unpaid and does not form part of your working hours. The school provides free school lunches.

Holidays

5.6 weeks paid holiday per year including bank holidays. The school follows the French school calendar (dates are published on the school’s website.) 

Probationary Period 

This appointment will be subject to the satisfactory completion of a probationary period of 6 months.

Notice Period

1 calendar month after the probationary period is satisfactorily completed.

Pension

The School will provide (and contribute to) a pension scheme. 

Confidentiality 

The need for absolute confidentiality and discretion, both within the school and the wider community, must be understood and applied.

Health & Safety 

LIL takes its obligations under the Health & Safety at Work Act seriously and the post-holder will be required to comply with all aspects of the Health & Safety policy, particularly in relation to safe working practices.  All staff must keep up to date with the health and safety policies which are regularly updated and posted on the staff intranet.

Child Protection

All members of staff must comply with LIL Safeguarding Policy.  If in the course of carrying out the duties of the post the post holder becomes aware of any actual or potential risks to the safety and welfare of children, these concerns must be reported immediately in accordance with the policy.  A copy of this policy will accompany all offers of employment.
