
 
 

 
Marks Road 
Stubbington 

Fareham 
PO14 2AT 

 
Tel:01329 664251   

email: recruitment@croftonschool.co.uk 
 

Headteacher:  Simon Harrison 
NOR: 1,089 

 
Staff Cover Coordinator  

(HR Assistant) 
 

25 hours per week; 40 weeks per year 
 

Salary: Grade C actual pay £10,893 - £11,473 
(FTE £18,426 - £19,407) 

 
Due to the promotion of the current post holder we are looking for an exceptional administrator to 
manage and coordinate arrangements for staff absence throughout the school. As part of our busy 
HR team, you will be required to complete all administration relating to staff absences ensuring all 
classes are supervised by appropriately qualified staff in the event of teacher absence.  
 
The post is suitable for someone with a minimum of 2 years working in an office environment with 
practical experience of word processing, e-mail and other electronic applications.  Experience of 
SIMS would be advantageous.  The successful candidate will be a ‘people person’, a natural 
problem solver who is decisive, organised, and copes well under pressure. You will have 5 GCSEs 
or equivalent (educated to level 2 standard) including Maths and English, with good oral and 
written communication skills. 
 
The working hours are 7.30am to 12.30pm Monday to Friday during term time, therefore a reliable 
individual who can fully commit to a 7.30am start is essential. There is a possibility for additional 
hours within the HR team for suitable candidates. 
 
Crofton is a happy, and ambitious school, excited about our journey to becoming exceptional.  If 
you are an imaginative and energetic; able to contribute to our culture of sharing best practice and 
want to make a difference to the life-chances of all the students at our school, then this could be 
the post for you. 
 
Crofton School is committed to safeguarding and promoting the welfare of children and expects all 
staff and volunteers to share this commitment.  We will ensure that all our recruitment and 
selection practices reflect this commitment.  All successful candidates will be subject to Disclosure 
and Barring Service checks along with other relevant employment checks. 
 
CVs are not accepted. For more information and a downloadable application pack see our 
website http://www.croftonschool.co.uk  - click the ‘Recruitment’ heading under ‘Our School’. 
 
A tour of the school for all short listed candidates is included as part of the interview 
process. 
 
Closing Date: 5pm Thursday 5th December 2019 
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