
THE BROXBOURNE SCHOOL,  
Badgers Walk, Broxbourne, Herts EN10 7FU 
Headteacher:  Ms P Humphreys BSc MBA  
 
Tel:  (01992) 411060      
www.broxbourne.herts.sch.uk 
 

PART TIME HR OFFICER - Required for September 

 

Salary range:   H5 point 9 to 14 (£21,269 to £23,484 FTE)  
Actual salary range:   £10,194 to £11,256 (plus fringe allowance) 
Hours:  20¼ hours per week (term time plus one week: INSET days)  
Hours of Work:  3 days per week: 8.15 am to 3.30 pm (with half an hour lunch 

break) 
 
Specific working days to be agreed with the successful candidate  
 
We wish to appoint a HR Officer to work alongside the Headteacher’s PA to provide 

comprehensive, administrative support in accordance with relevant HR procedures and safer 

recruitment guidelines.  Duties include managing and organising the recruitment process to 

ensure all necessary vetting checks are carried out; maintaining accurate staff personnel files 

and HR records, including all information required for the school’s Single Central Record; 

processing contracts; supporting the School Business Manager in a variety of HR processes;  

ensuring staff records are up to date and maintained in a confidential and accessible manner 

and in accordance with data protection requirements; keeping all contractual documents up 

to date; maintaining an effective archive of ex-staff records;  liaising with external parties (e.g. 

advertising agencies) as appropriate; ensuring the school’s website is up to date with current 

jobs vacancies and they are removed at the deadline; administering the recruitment email 

inbox and respond to candidates in a timely manner; issue recruitment/appointment 

documentation, including ‘invite to interview’ letters, conditional appointment letters, 

contracts of employment, and requests for references; ensuring pre-employment 

clearances/checks (e.g. references, work permits, DBS checks and medical clearances) are 

taken up in a timely manner. 

The successful applicant will also be required to undertake a First Aid training course to act in 
a reserve capacity to the school’s full-time First Aider. 
 
Please apply by submitting your completed application form and letter of application to Ms P 
Humphreys, Headteacher.  Electronic applications can be submitted via 
recruitment@broxbourne.herts.sch.uk 
 
Closing date:  23rd May (12 noon) 
 
We are an Equal Opportunities employer.  The school is committed to safeguarding and promoting the welfare of children and young people 

and expects anyone applying to work in our school to share this commitment.  All appointments are subject to pre-employment checks, 

including a satisfactory enhanced criminal records with Barred List check through the Disclosure and Barring service. 

 
 
 

Achievement & Opportunity 

for All 
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