HR Officer
Candidate information brief

June 2022
Dear applicant,
Thank you for taking the time to find out more about King Solomon Academy in Westminster
and the possibility of working here. Included in this brief is information about the academy,
Ark (who sponsor the academy) and the role of HR Officer.
The Academy opened in September 2007 with an intake of two reception classes and now
serves pupils from Nursery up to year 13, having opened its 6 th form in September 2014. In
September 2019 we merged with Ark Paddington Green Academy, and now have over 1300
pupils as a three-form entry school across two sites. Our school is a genuinely all-through
community, with the school nurturing and supporting the families it serves over the whole of
their education.
KSA is an innovative school with staff willing to do whatever it takes to change our pupils’
lives. Ofsted have rated the school as outstanding twice, most recently in May 2013. In 2015,
the school achieved the highest GCSE results of any non-selective school in the country, with
93 per cent of pupils achieving 5A*-C grades. Our pupils continue to achieve highly at GCSE
and at A Level. Last summer’s A Level results saw our first student received an offer to study
History at Oxford University.
We are committed to high standards of academic excellence for all our pupils and recognise
that this requires time and dedication on the part of both pupils and teachers. Due to our
high expectations and ground-breaking results, ours is a school which attracts teaching and
non-teaching staff who are totally committed to showing what is possible in state education
and by doing so change the status quo for pupils born into educational or economic
disadvantage.
The HR Officer works as part of a positive and effective operations team who are willing to go
above and beyond to support the running of our school and make it possible for our teaching
staff to make a difference to our children’s lives every day.
To apply, complete the application form which is on the KSA website. The deadline is
Tuesday 28th June 2022, 11am. If you would like any further information or wish to
discuss the role, please contact Rachel Jerrome, HR Business Partner
rachel.jerrome@arkonline.org .
We wish you the best with your application,
Max Haimendorf

Principal
King Solomon Academy
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Job Description: HR Officer
Reporting to:

Director of Operations

Start date:

As soon as possible

Location:

Ark King Solomon Academy

Contract type:

Full time, permanent. 36 hours per week –
working hours to be agreed with line manager.

Salary:

Ark support staff (inner London) Band 7, pay
point 14-24.
(£27,990 - £33,456)

The Role
As an integral member of the operations team, you will lead on the day-to-day HR service
provision across the academy. You will manage HR administration and provide a high
quality and confidential advisory HR service. This role requires the post holder to be
capable of operating with high levels of autonomy, although you will be supported by your
line manager and the Regional People Business Partner, as well as a central “AskHR”
service. This is an exciting opportunity for an experienced HR Officer. You will be
responsible for delivering a high quality and professional HR service in an exceptional
school in Central London. The role is varied and fast-paced and offers training, as well as
support from a team of HR colleagues across other Ark academies.
Key Responsibilities
Recruitment and Selection
•
•
•

•

•

Prepare accurate recruitment documentation to ensure the interview process runs
smoothly and panel members are well equipped.
Co-ordinate and manage recruitment and induction processes in accordance with safer
recruitment and Ark HR policies across the Academy, through the ATS system.
Manage relationships with relevant recruitment agencies and the Ark central HR and
recruitment teams, ensuring the most cost-effective provision of staffing for the
Academy.
Ensure all pre-employment checks, including right to work checks, are carried out in line
with safer recruitment guidance, and that the Single Central Record is accurate and up
to date at all times.
Ensure a meaningful induction and probation process is in place for all new starters

Employee Relations, Policies and Procedures
•
•
•
•
•
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Provide advice and guidance on the implementation of Ark HR policies and procedures,
liaising with the central HR team as required
Advise on employee relations issues; process and manage related casework
Develop trusted relationships with colleagues across the school and network
Support with workforce planning across the academy
Implement/support staff wellbeing initiatives

•
•

Implement/support employee engagement initiatives

Data Management and Reporting
•
•
•
•
•

Manage the HR Information System (BROMCOM), ensuring electronic employee
records are accurate and training other staff on its use as required
Maintain an accurate Single Central Register (SCR), keeping up to date with legislation,
in accordance with current Ofsted requirements
Co-ordinate the Academy’s School Workforce Census annual return
Support with data entry on other school systems such as Inventory, parent pay etc.
Produce reports as required

Performance Management, Appraisal and Staff Training
•
•
•
•

Support line managers through the performance management process as required
Ensure a robust performance management process is in place, for teaching, support, and
operational staff
Develop and maintain a staff training record of statutory training
Advise on, arrange, and monitor relevant training and development

Compliance
•
•
•
•

Ensure compliance with current employment law, HR best practice and Ark HR policies
and procedures
Oversee absence management, including reporting and recording processes
Co-ordinate and monitor the completions of performance management processes
Take responsibility for ensuring that the probation process is managed effectively

Payroll and Pension Administration
•

To work closely with the Finance Manager in processing payroll and pension
administration

General HR Administration
•
•
•
•
•
•

Maintain an accurate paper and electronic filing system for personnel records
Complete a range of HR related paperwork and produce high quality, accurate HR
letters
Process staff changes, staff leaving documentation and arrange exit interviews
Monitor the use of fixed term contracts and ensure that issues are followed up
Monitor probation periods, ensuring compliance with Ark probation policy
Assist and support on HR projects as and when required.

Other
•
•
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Carry out other reasonable tasks as directed by your line manager.
Work with Regional People Business Partner, Ark Central and other academies in the
Ark network, to establish good practice throughout the network, offering support where
required

•
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Assist the Central HR Manager with HR support and provide training to other
Academies as required

Person Specification: HR Officer
Qualifications
• Right to work in the UK
• GCSE at grade C or above in English and Maths
• HR qualification (ideally CIPD Level 5 or above) or other relevant HR qualification, or
working towards it
Knowledge, Skills and Experience
•
•
•
•
•
•
•
•

Experience of working in HR and using a HR Database
Experience of working in a similar role in a school environment (Highly Desirable)
Good IT skills, highly competent using Microsoft Office
Strong administrative and organisational skills
Excellent written and oral communication skills.
Line management or supervisory experience
Understanding of relevant legislation, policies and procedures, and the ability to apply
this understanding to real situations
Ability to provide initial advice or guidance to managers

Personal Characteristics
•
•
•
•
•
•
•
•

Genuine passion for and a belief in the potential of every pupil
Deep commitment to Ark’s mission of providing an excellent education to every student
regardless of background
Attention to detail
Professional outlook, detailed orientated and able to multi task and meet deadlines
A team player that can work collaboratively as well as using own initiative
Ability to stay calm and diplomatic under pressure
Understanding of the importance of confidentiality and discretion
Flexible attitude towards work and demonstrates sound judgement

Other
•
•
•

Commitment to equality of opportunity and the safeguarding and welfare of all students
Willingness to undertake training
This post is subject to an enhanced DBS check

Ark is committed to safeguarding and promoting the welfare of children and young people
in our academies. To meet this responsibility, we follow a rigorous selection process,
details of which can be provided if requested. All successful candidates will be subject to an
enhanced Disclosure and Barring Service check.

6|

7|

Principal – Max Haimendorf
Max Haimendorf graduated from Oxford and joined the first cohort of the Teach First
programme, teaching Science in West London. Following work
at Teach First central office he joined the consultants Oliver
Wyman where he worked in finance strategy. Whilst there he
wrote about the importance of small schools in Teach First’s
first Policy Paper, Lessons from the Front. In 2008 he was
appointed as Secondary Headteacher of King Solomon
Academy, starting the Secondary part of the school in
September 2009. He has now led KSA through two outstanding
Ofsted inspections and to achieve the highest GCSE results in
the country for a non-selective school in 2015. He became allthrough Principal of KSA and Executive Principal of Ark
Paddington Green Primary Academy in September 2016.

“We are dedicated to doing whatever it takes to ensure each of
our pupils has the chance to attend an academically rigorous
university.”
Associate Principal: Beth Humphreys
Ms Humphreys graduated from the University of Edinburgh with an
MA in English Literature and French and then completed a second
Masters’ degree in Educational Leadership at The Institute of
Education. She joined KSA secondary in 2012 as an Assistant Head and
then Deputy Head, leading on curriculum and professional
development. She is a passionate teacher of English and loves nothing
better than seeing young people reading, writing and talking about
brilliant texts. Ms Humphreys took on the role of Head of Primary in
January 2017 and, following a maternity leave, is now Associate
Principal of KSA.
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Facilities
King Solomon Academy – Older Years Site is based in a combination of purpose-built brand
new buildings and a Grade II listed building, which was previously North Westminster
Community School.
•
•
•
•

Years 5-13
A multi-use games area with flood lighting for year-round use
A new sports building with excellent indoor sports facilities and equipment
On-site catering facilities to provide high-quality hot meals every day

King Solomon Academy – Youngers Years site is set in the beautiful old school buildings
formerly known as Ark Paddington Green Primary School.
•
•
•
•
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Years Nursery – Year 4
Extensive woodland areas
Newly refurbished ground floor classrooms and offices, and refurbished staff room
and staff work room.
New Nursery building

Being part of the Ark network
Ark is an international charity, transforming lives through education. We exist to make sure
that every child, regardless of background, has access to a great education and real choices
in life.
We know that great schools need great teachers, which is why we offer you the very best
training and support at every stage of your career - from starting out as a trainee to running
your own school.
Our highly successful network of 36 schools educates over 20,000 students across
Birmingham, Hastings, London and Portsmouth. They are achieving some of the best
results in the country despite being largely in areas of historic academic underachievement.
Ark schools prioritise six key principles: high expectations; excellent teaching; exemplary
behaviour; depth before breadth; more time for learning; knowing every child.
Ark invests significantly in a number of professional development programmes that
complement academy level training:
•
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The Ark training menu: we have developed a bespoke training menu, which is
accessible by all staff in the network offering a wide range of training modules to staff
in all roles

•
•

Network support: schools share CPD, allowing us to share best practice and role
specific training across the network, facilitated by in-school and central staff
Ark staff receive 10 training days each year rather than five.

Ark Safe Recruitment Procedure
Ark is committed to safeguarding and promoting the welfare of children and young people in
its academies. In order to meet this responsibility, its academies follow a rigorous selection
process to discourage and screen out unsuitable applicants.

Disclosure
This post is classified as having substantial access to children, and appointment is subject to
an enhanced police check of previous criminal convictions (DBS). Applicants are required,
before appointment, to disclose any conviction, caution or binding over including ‘spent
convictions’ under the Rehabilitation of Offenders Act 1974 (Exemptions) Order 1975. Nondisclosure may lead to termination of employment. However, disclosure of a criminal
background will not necessarily debar individuals from employment – this will depend upon
the nature of the offence(s) and when they occurred.

Reference checking
References from the previous and current employer will be taken up for shortlisted
candidates, and where necessary employers may be contacted to gather further information.

Probation
All new staff will be subject to a probation period of six months (which may, in certain
circumstances, be extended by up to 10 weeks). The probation period is a trial period, to
enable the assessment of an employee’s suitability for the job for which they have been
employed. It provides the academy with the opportunity to monitor and review the
performance of new staff in relation to various areas, but also in terms of their commitment
to safe guarding and relationships with pupils.
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