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Job Title: Personnel, Finance & Administration Officer 

	Start Date: Sept 2024
[bookmark: _GoBack]Contract Type: Term time only plus 10 days
Contract  
Location: Highgate, Islington, London 
Industry: Support staff  
Salary: S01
	REF: STA-HR-092024  
Contact Name: Emma Connolly  
Contact Email: Connolly.e@sta.islington.sch.uk
Closing: Fri Sept 13th
Date posted: 3/9/2024




St. Aloysius’ College is a Roman Catholic Boys’ secondary school with a Mixed Sixth Form in the borough of Islington. It has provided the local community with over 145 years of high quality education. The College is currently going through a phase of rapid improvement. We are looking to recruit staff to help us deliver an outstanding education to all of our pupils.  
The School is a friendly and supportive school community with a focus on excellence and high expectations of all. Staff development is a priority on our journey to Outstanding. We are seeking an exceptionally able professional for the post of Personnel, Finance & Administration Officer. 
We can offer:  
· The opportunity to work in a school with enthusiastic, motivated and respectful students.
· Supportive, hardworking Governors and colleagues who care passionately about our school and the local community.
· Training and future career development.
We are looking for someone:  
· With experience in HR and who is willing to be trained in finance admin.
· To liaise with HR Islington to provide advice service across the school in accordance with agreed policies and procedures, ensuring compliance with all relevant.
· legislation; maintaining confidentiality and high professional standards at all times.
· To support the work of the Finance team.
· To clerk and minute HR, Finance & Premises Committee meetings, ensure documents are prepared and distributed to Governors and staff involved.
· To manage and coordinate the school’s recruitment, selection and appointment process ensuring that all adverts are placed and that the information provided is accurate and relevant to the post.

St. Aloysius’ College is committed to Safeguarding and promoting the welfare of children  and young people, and expects all staff and volunteers to share this commitment.  
This appointment is subject to an enhanced DBS check and positive references.  

How to apply: 
An application form is available via the school’s website http://www.sta.islington.sch.uk/
Please email your completed application to Emma Connolly Connolly.e@sta.islington.sch.uk
Completing your application 
Please read the job description and person specification carefully. You should demonstrate on your application how you meet the requirements of the post according to your qualifications and experiences. Please ensure to address each criteria of the person specification as this will be used to assess your suitability for the post.  
Selection procedure 
The selection will be made by a panel of senior leaders. Candidates will be notified immediately after this has taken place. Please would all applicants ensure that their preferred means of urgent contact (phone, mobile phone or e-mail) are clearly identifiable from the application form, so that your confidentiality is maintained.
References 
Candidates are advised that references will be taken up during the shortlisting process. Candidates are asked to ensure that their referees are warned of the need to respond within the timescale set. In all cases at least two professional references are required.  
The post will be offered subject to satisfactory completion of pre-employment checks.

Safeguarding children 
Prior to appointment, formal checks will be made in accordance with the current statutory requirements relating to child protection.
Additional 
CVs will not be accepted. 
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