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Welcome

 
Dear Applicant, 

Thank you for your interest in the HR Officer position at Hawkley 

Hall High School. 

We are seeking to appoint a dedicated and enthusiastic individual 

who is ambitious and has an excellent work ethic to join our team 

as soon as possible. 

Hawkley Hall is a school with a very positive outlook and a “can-

do” approach amongst staff and students. A strong learning 

culture is evident because there is an acknowledgement that we 

are all learners, and we can all improve.  

To help you decide if the job would suit you, please find enclosed 

some details, which we hope will give you a flavour of what 

Hawkley Hall High School and The Rowan Learning Trust are 

about. 

If your values and ambitions mirror ours and you believe you can 

deliver that vision, then we would be delighted to receive an 

application from you.   

Visits to our school are welcome and can be arranged by contacting 

my PA, Charlotte Harrison on 01942 204640 or email 

c.harrison@hhhs.net 

We are committed to safeguarding all members of our community; 

therefore, all posts are subject to enhanced disclosure procedures 

and pre-employment checks.   

Yours faithfully,  

Mr P McKendrick 
Headteacher  
Hawkley Hall High School 
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Hawkley Hall High School   

 
Context 

Hawkley Hall is a high performing, heavily oversubscribed, mixed 
comprehensive school of around 1170 students. The school was 
graded as good in all areas by Ofsted in November 2024. 
 
We see successful education as a partnership between parents, 
students, and ourselves. Links with parents are of paramount 
importance, with regular and frequent contact via parents’ evenings, 
reports, newsletters, and the school planner contributing to a 
continuing dialogue about the curriculum we provide for our children. 
 
Facilities 

The school is situated in the southwest of Wigan, close to the M6 
motorway, in an area of substantial private development. A wild fowl 
nature reserve borders the school grounds providing an open 
attractive outlook to the site. We provide bespoke facilities for 
students across all subjects. We strategically invest in our ICT and 
site.  
 
Commitment to CPD 

Staff development is also at the heart of our school. All staff engage 
in regular professional learning in faculty and beyond. Staff in 
leadership roles are supported internally and are encouraged to 
engage in additional training through the national programme of 
NPQs. Indeed, a number of our colleagues who have been Lead 
Practitioners have gone on to further senior roles in the school. 
 
 

 

The Rowan Learning Trust

 
The Rowan Learning Trust (RLT) was established as a Multi-
Academy Trust in 2012 to maximise potential of all children, 
students and adults in our schools.   

We are an education charity.  Our schools are working in 
collaboration, as one entity, to improve and maintain high 
educational standards across the group. We have a single legal 
and moral purpose: to advance education for the public benefit. 
 
Currently the RLT family comprises twelve schools: three high 
schools, an all-through alternative provision academy and eight 
primary schools. Together we share a set of common values:  

• Respect  

• Kindness 

• Integrity   

Our strategic aim is to provide a world class education by:  
 

• Attracting, developing and retaining people 
• Embodying the values of the Trust 
• Expanding our reach  
• Optimising resources  

 
The Trust in Numbers: 

• 4250+ students  

• 12 schools 

• 675+ employees 

• 5 local authorities  

• £41,000,000 annual budget 

• 80+ governors 
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Job Description

 
 

 

 

 

 

 

Overall purpose of post 

Under the reasonable direction of the Headteacher / senior staff carry out the 

professional duties in line with the job profile and in particular to:  

• Provide HR support to the school by managing recruitment (internal and 

external), employee relations, compliance, payroll administration and 

general HR functions, ensuring that all staff are supported, and HR policies 

are followed 

• Support the aims and objectives of the school 

Recruitment & Induction 

• Co-ordinate all internal and external school recruitment in line with KCSIE 

statutory requirements and the RLT Scheme of Delegation 

• Advertise vacancies on appropriate platforms, ensuring all school 

information is up to date and accurate 

• Administer all pre interview paperwork including applications, references, 

interview questions etc 

• Coordinate and assist with interview days 

• Prepare and administer all post appointment paperwork including offer 

letters, employment contracts and onboarding materials for new staff 

• Ensure all pre-appointment checks (DBS, right to work, references) are 

conducted in line with KCSIE safer recruitment guidelines 

• Ensure staff induction process is updated as necessary 

• Ensure all staff receive the school/trust induction 

• Ensure probationary reviews are held 

 

Employee Relations & Support 

• Act as the first point of contact for HR queries, advising on policies, procedures 
and employment rights 

• Support managers with staff absence monitoring, ensuring effective return-to-
work processes and referrals to Occupational Health where necessary 

• Assist in employee relations cases, including disciplinary, grievance and 
capability procedures, ensuring accurate notetaking and documentation 

• Advise on and administer maternity/paternity/SPL/parental leave requests, 
sickness entitlements, flexible working requests in line with trust policies 
 

Compliance & Workforce Data Management 

• Maintain the single central record for staff, governors, volunteers, agency staff, 

contractors and trainees, ensuring compliance with Ofsted and KCSIE 

regulations 

• Conduct termly audits of the single central record with the Designated 

Safeguarding Lead, Headteacher and Chair of Governors, identifying and 

rectifying any compliance gaps  

• Administer the School Workforce Census, ensuring accurate and timely 

submission of staff data to the Department for Education (DfE) 

• Maintain accurate and up to date staff records and databases in Arbor and 

HRIS (SAMPeople), including staff lists, training logs and absence records  

• Maintain records of job specifications and person specifications for all roles 

within school 

• Maintain an up to date staffing changes report for Governors 

• Support HR audits conducted by the trust, Ofsted or other external bodies 

HR - Other 

• Process all staff leavers in line with school checklist 

• Distribute annual salary statements 

• Maintain records of all temporary contracts and inform the Headteacher when 

these are due to end 

• Produce HR reports for the Headteacher and Governors as directed 

• Provide an effective HR service to the staff at Hawkley Hall High School 

 

HR OFFICER 

Reports to:  Headteacher 

Location: Hawkley Hall High School, Carr Lane, Wigan, WN3 5NY 

Salary:  NJC Grade 5 scp 8-14 (Minimum £22,828.68 – Maximum  

                             £25,937.43) 

Hours:   37 hours per week (8:00am – 16:00pm Monday – Thursday,     

                             8:00am – 15:30pm Friday), term time plus two weeks 
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  Payroll & HR Administration 

• Collate all monthly overtime, mileage and unpaid LOA claims 

• Collate all new starter documentation for payroll 

• Collate all leaver information for payroll 

• Collate all internal contract amendments 

• Collate all maternity/paternity/SPL/parental leave paperwork for payroll 

• Submit monthly payroll submission in line with trust deadlines 

• Liase with the trust payroll provider to ensure staff are paid accurately 

• Upload and record all paperwork on the HRIS 

• Maintain staff pay records and ensure all salary changes, pensions and 
deductions are correctly actioned 

• Support staff with payroll queries and tax codes 
 

Training & CPD Administration 
 

• Coordinate staff training and continuous professional development (CPD) 

programmes, ensuring compliance with statutory training requirements 

• Support the support staff performance management process by ensuring timely 

completion of appraisals and objective-setting 

Other Duties 

• Be aware of and comply with all school and trust policies and procedures  

• Be aware of and support difference and ensure equal opportunities for all 

• Contribute to the overall ethos/work/aims of the school 

• Appreciate and support the role of other professionals 

• Attend and participate in relevant meetings as may be reasonably directed 

• Participate in training and performance management as may be reasonably 

directed 

• In the absence of the Cover Officer, step in to cover their responsibilities 

• Other duties commensurate with the grade as specified by the Headteacher 

School Ethos 

• Play a full part in the life of the school community, supporting its distinctive 

mission and ethos and encouraging staff and students to follow this example. 

• Support the school in meeting its legal requirements for worship. 

• Promote actively the school’s corporate policies. 

• Comply with the school’s health and safety policy and undertake risk 

assessments as appropriate. 
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Person Specification 

 
Essential 
 

• English and Maths GCSE Grade C or equivalent 

• Good communication skills that meet our expectations both orally and written 

• Ability to work under pressure and accurately to deadlines as well as 
internally and externally set performance indicators 

• A professional approach that meets our expectations 

• Excellent organisational skills 

• Methodical approach to tasks with a keen eye for detail, particularly in 
compliance and data management 

• Ability to prioritise and successfully complete a range of tasks to targets and 
deadlines, including cover arrangements when required 

• Enthusiasm for the work and commitment to complete demanding tasks 

• Flexibility in the day to day working pattern 

• Ability to develop and implement new procedures 

• Willingness and ability to undertake further qualification (if necessary) and 
training for development in the post 

• Excellent record of attendance and punctuality 

• The ability to organise workload 

• The ability to work as a member of a team 

• The ability to work independently without direct supervision 

• The ability to maintain a high degree of confidentiality and able to handle 
sensitive information professionally 

• A sense of humour 

• An empathy with children 

 
 
Desirable 
 

• CIPD qualification (Level 3 or above) or working towards it 

• Experience of working in a school 

• Working knowledge of all Microsoft IT packages  

• Working knowledge of Arbor software 

• Working knowledge of SAMPeople software  

• Experience with School Workforce Census submissions 

• Experience of creating and updating financial spreadsheets 

• Experience of coordinating cover or liaising with supply agencies 

 
 
 

How to Apply

 
 

Please submit the enclosed application form and a supporting statement of no 

more than two sides of A4 outlining why you are interested in the opportunity 

and how your application addresses the requirements for the role.  

Applications should be returned electronically to jobs@hhhs.net  

Alternatively, send a hard copy to: 

Mr P McKendrick 
Headteacher 
Hawkley Hall High School 
Carr Lane 
Wigan  
WN3 5NY 
 
Closing Date: Tuesday 22nd April 2025 at 9:00am 
 
Interview Date: TBC 
 

 

mailto:jobs@hhhs.net
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The Trust will make any necessary reasonable adjustments to the job and the working environment to 

enable access to employment opportunities for disabled job applicants or continued employment for 

any employee who develops a disabling condition.  

All appointments are subject to satisfactory references, proof of qualifications and eligibility to work in 

the UK.  

The Trust is committed to safeguarding and promoting the welfare of all children and young people 

and expects all staff to share this commitment.  An enhanced DBS check will be required.  

 

The Rowan Learning Trust 

Registered Office: Carr Lane, Wigan, WN3 5NY 

Company Number 8010464 
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HAWKLEY HALL HIGH SCHOOL 

 

JOB APPLICATION FORM FOR SUPPORT STAFF IN SCHOOLS 

The School and Governing Body are committed to equal opportunities in employment and welcome applications from 

all sections of the community. 

CARR LANE, WIGAN, WN3 5NY 

TELEPHONE: 01942 204640 

FACSIMILE: 01942 403570 

EMAIL: jobs@hhhs.net  

 

1. POST APPLIED FOR 
 

Post Applied For:   Ref No:  

Organisation: Hawkley Hall High School   

As advertised in:  On date:  

 
2. PERSONAL DETAILS 

 

SURNAME:  FORENAME:  

TITLE: 
(Optional) 

 Date of Birth: 
(Optional) 

 

Address:  

                                                                            

POSTCODE:  Email:  

Telephone No:  Work No:  

 
3. CURRENT POST 

 

CURRENT EMPLOYER AND JOB 
TITLE: 

 

DATE OF APPOINTMENT:  SALARY:  

NOTICE PERIOD:  

MAIN DUTIES AND RESPONSIBILITIES 

mailto:jobs@hhhs.net
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4. PREVIOUS WORK EXPERIENCE 

 
Name of Employer Dates of 

employment  
Post(s) held Reasons for leaving 

 From  To   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

    

 
5. OTHER RELEVANT WORK EXPERIENCE  

 
Post  Dates Employer Grade/Salary Reason for Leaving 

 From To    

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

     

 



Maximising Potential | www.rowanlearningtrust.com 

6. GENERAL EDUCATION 
 

School From To Qualifications – Grades, awarding bodies and dates 

    
 
 
 
 
 
 
 
 
 
 
 
 

 
7. FURTHER AND HIGHER EDUCATION  

 
Name of College/ University From  To Qualifications – Grades, awarding bodies & dates 

   
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

 
8. ANY OTHER RELEVANT QUALIFICATIONS  
Please give details of any other relevant qualifications you have for this post.  

 

 
 
 
 
 
 

 
9. ADDITIONAL INFORMATION  

 
(i) Are you related to, or a close friend of, any member of the Board of Trustees? If yes, please state relationship. 
 
 

(ii) Have you left any previous job for the reason of redundancy or are you in receipt of an occupational pension?      
YES/NO.  
If yes, please give details, including dates, post held and employer.   
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(iii) Have you ever been dismissed from any previous employment on the grounds of misconduct or incapability?     
YES/NO 
If yes, please give details of dates and resources.     

 
 

 

(i) Do you hold a current and valid driving licence?  YES/NO     

Please state category………………………… 
 
(ii) The Rowan Learning Trust is committed to providing equal opportunities and supporting all applicants. If you require 

any reasonable adjustments to allow you to participate in the application process, please let us know. 
Do you require any reasonable adjustments? YES/NO 

 
 

 

 

 
Do you have any unspent conditional cautions or convictions under the Rehabilitation of Offenders Act 1974?  YES/NO 
  
Do you have any adult cautions (simple or conditional) or spent convictions that are not protected as defined by the 
Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (Amendment) (England and Wales) Order 2020?   YES/NO 
 

 

In line with Keeping Children Safe in Education, The Rowan Learning Trust will undertake general online searches for all 
shortlisted candidates which may include social media and video platforms. Online searches will only examine data which is 
publicly available, and the aim is to identify any incidents or issues. Any areas of concern will be discussed during the 
interview process.  
 
The information provided by you will be used for pre-employment recruitment monitoring and checks only and will 
supplement or form part of your application.  
 
To enable the check to be undertaken, it would assist if you could detail your username for the relevant social media 
platforms below:  
 

- Facebook  
- Instagram  
- Twitter  
- LinkedIn 
- TikTok  
- YouTube  

 

 
 

 10. STATEMENT IN SUPPORT OF APPLICATION  
 
Please attach a supporting statement, indicating any matters which you feel may be relevant to this application.  Please head 
additional documentation with your name and post applied for. 

 

 
11. REFERENCES 

 
Please state the names and addresses and telephone numbers of two persons from whom references may be obtained.  One must 
be your current or most recent employer.  In the absence of previous employment experience, a reference from your last place 
of full-time education will be a suitable alternative. 
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REFEREE 1 REFEREE 2 

  
 
 
 
 
 
 
 
 

TELEPHONE NO:  TELEPHONE NO:  

EMAIL:  EMAIL:  

Can this reference be taken up immediately 
YES/NO 

Can this reference be taken up immediately  
YES/NO 

 

 
12. FURTHER INFORMATION FOR CANDIDATES 
 

i) In the interests of the protection of children, all posts are subject to enhanced criminal record and other relevant 
disclosures through the Disclosure & Barring Service (DBS).  A criminal record will not necessarily prevent you from 
obtaining a position. 

ii) You will receive no further communication unless selected for interview.  If you have therefore not been contacted within 
three weeks of the closing date for applications, you should conclude that, unfortunately, you have been unsuccessful on 
this occasion. 

iii) Under the Data Protection Act, the Trust and the Governing Body will use the information given for the purpose of 
recruitment and selection.  Strict confidentiality will be observed and if you become an employee, the information will 
be used for personnel, pay and pensions administrative purposes only. 

 
THANK YOU FOR YOUR INTEREST SHOWN IN THIS APPOINTMENT 

 

 
13. DECLARATION 
 

To the best of my knowledge and belief all the particulars I have given are true.  I understand that any false statements may 
disqualify me from employment or render me liable for dismissal.  I also understand that no offer of employment made to me will 
be binding unless confirmed in writing. 
 
I also understand that this post is subject to a satisfactory enhanced Disclosure & Barring Service Disclosure, to satisfactory medical 
clearance and the provision of documentary evidence (e.g. NI Number) that shows I am entitled to work in the U.K. 
 
 
 
Signature:……………………………………………………………………………                                                                                        Date:…………………… 

 
 


