
 
The School 
 
Emmanuel College is a City Technology College for nearly 1400 students aged between 11 and 19. 
Emmanuel College exists to impart wisdom to the next generation by educating young men and women in a 
culture which prioritises the pursuit of truth and the development of character. We are a school with a 
distinctive Christian character but our community is made up of students, staff and parents who hold many 
different religious and ideological positions and unite around our core beliefs and core values.   
 
We value academic excellence and each year see many of our students leave to take up places at some of 
the world’s top universities, but we hold personal best to be of far greater importance. It is our experience 
that by developing a strong work ethic, holding a growth rather than fixed mind-set, and being provided 
with outstanding tuition, students may go on to achieve considerably more than they might have imagined 
possible. 
 
We seek to be intentional about character education, our aim being that our students will, in the future, 
become servant-hearted leaders. Students starting here encounter consistent rules, role models and 
traditions, which help them feel part of the Emmanuel family and to begin to take responsibility for others.  
As students grow older we expect more of them and in the Sixth Form expect our students to take on at 
least one formal leadership role in College as well as beginning to serve in the wider community. All 
Emmanuel students and staff members can expect to be involved in at least one co-curricular activity. A 
professional approach to management, accountability, appraisal and financial control is expected of every 
member of staff.  
 
The College GCSE results place us amongst the very best non-selective, co-educational, comprehensive 
schools in the country with an estimated 2018 progress 8 figure of +0.58, 88% of students achieving grade 4 
or higher in English and mathematics, 62% of students achieving grade 5 or higher in English and 
mathematics and average points in the English Baccalaureate of 5.24. At A Level Emmanuel has also been 
ranked amongst the top comprehensive schools, with 68% of all grades at grade A* to B, and a 100% pass 
rate. 
 
In the 28 year history of Emmanuel College we have received five full OfSTED inspections and three 
additional OfSTED survey visits. Each time College has been graded ‘Outstanding’.  The full text of the most 
recent inspection reports can be found on our website and that of OfSTED. 
 
Emmanuel College is one of four schools within the Emmanuel Schools Foundation, which seeks to 
contribute to economic regeneration, prosperity in the north-east, and quality of community life through its 
work with young people. In April 2014 the College was designated as a National Teaching School in 
recognition of its outstanding performance and its track record of raising standards through supporting 
other schools.   
 
The Post 
 
Emmanuel’s reputation for academic excellence alongside genuine holistic care is a result of a winning 
partnership between our students, teachers, support staff and parents. The present vacancy presents a 
suitably skilled individual with the opportunity to contribute to a highly successful school where we employ 
over 200 staff, working closely with the Business and Finance Manager, Vice-Principal (Staff) and the Head 
of Human Resources in the post of HR Administration Officer.  
 

 HR ADMINISTRATION OFFICER  
Emmanuel College, Gateshead  



This post is an opportunity for an individual with a high level of personal integrity, discretion, honesty, 
reliability and self-awareness, to make a profound difference to the lives of a large and diverse community 
of young people.  
 
The successful candidate will need to be a people person, being the first point of contact for those 
interested in joining the Emmanuel College staff team. Experience of organising and administering 
recruitment is essential, previous HR experience is desirable. High levels of attention to detail and accuracy 
are essential for the role, as too is the ability to plan organise and prioritise effectively. 
 
A basic understanding of UK employment law and data protection regulations is essential for the role. 
Achievement of 5 GCSEs (or equivalent) A*-C, including maths and English, is required; along with either A-
levels, equivalent level 3 vocational qualifications, professional qualifications or equivalent relevant 
professional experience. Experience and confidence using Microsoft Office products will be necessary and 
previous experience of payroll and HRIS software is desirable. 
 
The successful candidate will be responsible to the Business and Finance Manager for: 
 

1. Staff recruitment with particular focus on: 

(a) Advertisement, administration of applications, interview arrangements and liaising with 
candidates, administration/organisation of selection events 

(b) Carrying out the necessary administrative elements of safer recruitment ensuring that safer 
recruitment procedures are followed at all times, and that regulatory, legislative, compliance 
and statutory requirements are met.   

(c) Management of offer administration including preparation of contracts, offer letters, 
occupational health screening and staff induction. 

 
2. Management of staff records with a particular focus on: 

(a) Maintenance of individual staff employment files, HR databases and records in line with 
statutory and the multi-academy trust requirements, and the staff workforce census. 

(b) Updating of contracts and ensuring that relevant changes to staff pay, including annual pay 
statements and new starter information are communicated accurately and punctually. 

(c) Administering exit processes including acknowledging resignations/terminations, confirming 
last day of service, exit interviews etc. 

                 
3. Supporting systems that ensure welfare of staff with a particular focus on:  

(a) Acting as first point of contact for College employees in relation to employment policies and 
that any changes to HR or staff responsibilities are recorded and communicated appropriately. 

(b) Developing and maintaining the system for managing, analysing and reporting staff attendance 
including processing recording and monitoring of all types of staff absence and administering 
appropriate notifications to payroll. 

(c) Supporting the delivery of occupational health interventions. 
 
Terms and Conditions include:   
 
• Working year:  term-time only plus ten days 
• Working hours: 24 hours/week, working pattern flexible to suit successful candidate. College hours are 

8.00 am – 4.30 pm. 
• Salary scale: APT&C scale points 21-25, equating to £11,653 to £13,111 per annum when calculated pro 

rata for these hours and this working year.  (Salary paid in 12 equal monthly instalments.) 
• Local Government pension scheme 
• Daily lunch allowance for the College restaurant  
 
The Emmanuel Schools Foundation is committed to the safeguarding of children and all staff are expected 
to ensure that The Emmanuel Schools Foundation is a safe and secure environment for our students.  
 
Please note that this detail is indicative and can be amended, updated or replaced as felt appropriate at 
any time and in order to remain in line with any future legal requirements or expectation.  


