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DEAR APPLICANT

Thankyou for your interest in the very important
post acrossthe Accord Multi Academy Trust We
hope that the information containedwithin this pack
provides sufficient information and helps you to
decide if you have the right qualities, skills and
experienceo applyfor the position

The Accord Multi AcademyTrust is an educational
charity established in September 2016 that is
currently made up of four academies~vho were the
foundingmembersof the Trust In September2016
Horbury Academyand Ossett Academy & Accord
SixthForm cametogether, movingaway from their
stand alone Trust status and were joined in
December2016 by Horbury Primary Academyand
Middlestown Primary Academy The overarching

Working together as a team has clearly made us
stronger,andthe supportand challengeof eachother
hasenrichedeachof our academiesndthe Trust

Asa Trustwe are fully committed to investingin our
staff, and asan employeeyou will haveaccesgo high
guality professional development through formal
programmesf CPD

It is a real privilegeto work alongsidesucha talented
body of professionalsvorkingtirelesslyto providethe
best opportunitiesfor young people acrossthe Trust,
and if you feel that you have the vision, drive and

energy to support and contribute to the ¢ NHza G Q&

further developmentthen we would like to hearfrom
you.

vision for the Trustis to work in one W! O O2 NRoyrssincerely,

celebratingthe differencesof eachacademythrough
strong collaborationin order to inspire all members
of our learningcommunity to be the best that they
can be.Q Our vision is underpinnedby the highest
expectations on what every child can achieve
regardles®f their contextor startingpoint.

Thisis an excitingtime in our development,as we
continue to work tirelessly to provide world class
educationfor young people within our community.
In our infancy, the Trust has secured a strong
foundation on which to build, consolidating the
important structures necessary for growth,
development, innovation and sustained
improvement These foundations have been
underpinned by strong collaboration between all
leadersacrosseach of our academiesand this has
been instrumentalin allowing us to meet the many
challengesin educationin a coherent, co-ordinated
andeffectiveway.
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AlanWarboys
ChiefExecutiveDfficer(CEO)
NationalLeaderof Education



The AccordMulti AcademyTrustis an educational
charity established in September 2016 that is
currently made up of four academiesvho were the
foundingmembersof the Trust In September2016
Horbury Academyand Ossett Academyé& Accord
SixthForm cametogether, moving away from their
standalone Trust status and were joined in
December2016 by Horbury Primary Academyand
MiddlestownPrimaryAcademy

Theoverarchingvisionfor the Trustisto workin one
W1 OO Wdiebrating the differences of each
academythrough strong collaborationin order to
inspireall membersof our learningcommunityto be
the bestthat they canbe.QOur academiesvork on
the followingkeyprinciples

- Ambitiousfor our youngpeopleand staff;

- Creating a positive climate and an ethos for
learningandsuccess

- Collaborativeto securethe bestpossiblelearning
experiencegor youngpeopleandstaff;

- Opening doors for parents, carers and the
communityandbeingfully inclusive

- Resilientin orderto developin youngpeopleand
staffa mind-setfor success

- Dynamicandreflectivelearningcommunities

Our vision and key principles are underpinned by
the highest expectationson what every child can
achieveregardles®f their contextor startingpoint.

Having consolidated our position as a Multi
AcademyTrust,we are now at a point wherewe are
lookingto build on our existingcentral structuresto
sustainour improvementto date, but alsoto ensure
that we have the strong educational capacity
necessanto welcome more academiedo join the
Trust  This particular post is therefore a very
important feature of our planned growth and
developmentand aspirationto providea world class
education for all young people within our
community,

ABOUT THE TRUST



WHY WORK FOR THE TRUST?

TheAccordMulti AcademyTrustis a WakefieldbasedTrust all four academiesn the Trustare closelylocatedto
one another which lends itself to many opportunities to work closelyand collaboratively All academiesare
within athree mile radiusof one anotherandcanbe found a shortdrive off junction40 of the M 1.

At Accordwe are committed to providingworld classeducationfor all youngpeoplewithin our communityand
assuchwe recognisehe pivotalrole that our staff playin this respect

TheTrustplacesat the heart of its developmenta commitmentto high quality professionadevelopmentfor all
staff who join the Trust We understandthat by investingin our staff we will create an organisationwith a
sharedvisionandvaluesthat will transformeducationfor youngpeople

The Trustis strongly committed to fostering a positive and healthy working environmentwith wellbeingand
workloadmanagemenat the forefront of all decisionmaking

Acrossthe Trustthere are a numberof opportunitiesfor staffto cometogether outside of their normalworking
dayin a socialor other activity capacity The Trustandindividualacademiesrganiseregularstaff socialevents,
craft workshops,a staff choir; sporting groups currently include a running club, and weekly staff netball and
footballmatches

a 2 2 NJfok ¥cdord provides opportunities to
&oiningAccordthis academicyear has work closelywith the wider Trust to develop
givenme a great opportunityto advance your skills and knowledge and build positive
my career in a direction | am truly working relationships | was a SchoolBusiness
passionateabout Leadersare giventhe Manager at Middlestown Primary when the
freedom to innovate and trusted to schooljoinedthe Trustin 2016 the supportand
make decisionghat will havea positive developmenbpportunitiesavailableto me since

impact on pupils | am certain joining then have enabled me to progress to a
Accordwas the right choicefor me and managerialrole in the central team alongside
my careere completingprofessionagualificationse

Dan Jules \ /

Director of Finance
Mathematics Manager




As a Trust we are committed to provide the following benefits for employees:

A An  opportunity  to
collaborate with
colleagues across

academiesand within the
central Trust teams, with
other academies and
Multi Academy¢ NXzan
alocalor regionalbasis

A Formal opportunities
arisingfrom collaboration
provide

A Structured and informal
opportunities to share
best practice that affords
colleagues the
opportunity to develop
their own skills

A Efficiencieof scaleand a
joint up approach to
working and developing
initiatives, agendas and
changego practise

A Opportunitiesto lead on
developments as a
steppingstone to further
careeropportunities

14 & ¢ & Syearsngo | joined Horbury Schoolas a e
SpecialNeedsAssistant Five years later | was
celebratingbecominga qualified Maths Teacher

having completed a degree and my teacher

training. Thankyou will neverbe enoughfor the
opportunities,supportand encouragement have
experienceaverthe years Therewardsfrom my

career at Horbury have been a huge sense of
pride and achievementknowirlg | have [nade a
differenceto somanyyoungLJS 2 LifeS&) a

Diane \ /

Teacher of
Mathematics

Qa

A The opportunity to work

in a forward thinking and
fast paced environment
alongside a range of
professionals with a
proven track record of
success in transforming
education for young
people

A specific career stage
pathway of professional
development with a
commitment to support
engagementin nationally
recognised professional
qualificationsd bt v Qa 0

A The Trust maintains
nationally agreed terms
and conditionsin relation
to pay and conditionsfor
teaching and associate
staff, and continues to
subscribeto local holiday
patterns within the local
authority of each
academy

A All employees have the
opportunity to accessa
pensionscheme

A Allemployeeshaveaccess
to discounted rates for
self and family members
for a range of local and
national companies and
services, reviewed
annually

A Accesdo a biannualC2W
scheme

A Allemployeeshaveaccess
to the FitnessSuiteat one
of the academiesin the
Trustfree of charge

0 havebeena memberof staff at Ossett
Academy since 2006 | have held a
number of roles during that time. The
level of supportand guidancethat | have
receivedto progressthrough my career
has been of the highest quality, internal
coursessuch as Aspiring Middle/Senior
Leaderhavebeeninvaluable | thoroughly
enjoy my time at Ossettand can see
myselfworkingherefor yearsto come¢

Kieran \ /

Associate

Assistant Principal/Teacher of Business




ADVERT >V<Accord

MULTI ACADEMY TRUST

Business Administration Apprentice National Apprentice Rate oPay

37 Hours Per Week, Full Year
To Start As Soon As Possible

The Accord Multi Academy Trust is seeking to appoint a Business Administration
Apprentice to assist with the provision of high-quality support and contribute effectively
to the function of the Administration Team within the designated academy base and
across the Trust as may be required. This post will be based at Horbury Primary
Academy in the admin team and main reception area of school.

You will need to be organised, able to work in a busy office and school environment
and provide an administrative support service to staff and colleagues. You will
undertake on the job training to learn and develop new skills and gain experience of
administration whilst studying the NQV Level 3 Business Administration qualification.

This post will be based at Horbury Primary Academy however we may have upcoming
opportunities at other academies within the Trust.

We encourage interested candidates to get in touch and have a discussion to see what
makes us great! Contact the HR team or who would be happy to
answer any questions you may have or for an informal discussion regarding the role.

For more details, or if y o u deady to apply, visit:
where you will find the application form available to download.

Please return completed application forms to the Accord HR Department:

Closing Date for applications is 26 November 2021 at 9am.

Interviews are expected to be held on the week commencing 29 November 2021.

The Accord Multi Academy Trust is committed to safeguarding and promoting
the welfare of children and young people and expects all staff and volunteers to
share this commitment. The post is subject to an Enhanced DBS check




Job Title: BUSINESS ADMINISTRATION APPRENTICE Grade: Apprentice Rate of Pay on commencement

National minimum wage for age subject to six months
in post

Department: Designated Academy base Accountable to: Designated Team Manager

Contract: Temporary to complete Apprenticeship, Full Time, Full | Responsible for: N/A

Year

Overall Purpose of the Job:

To T o To I

Key Outcomes/Activities

To undertake on the job training to learn and develop new skills and gain experience of administration.

Complete training/qualification.

Assist with providing a clerical service to all staff within the designated academy base and academies across the quinstias re
Provide administrative support to other academies within the Trust or the Trust central team as may be required.

Committed to the safeguarding and promotion of the welfare of young people and to demonstrate this commitment in evernpfispé
the post.

Administration Responsibilities

o ToToToToToTole  Dolo Do

General Academy Responsibilities

To learn from, and to implement new administration and interpersonal skills to support the work of the academy and widas fiag
be required, for example, filing, photocopying, faxing and telephone duties.

Undertake typing, word processing and other IT based tasks

Support the academy/Trust with duties as required including answering the phone, face to face enquires, receiving ard sfgning
visitors/parents and distributing mail.

Attend and minute meetings as may be required following full training.

Support colleagues with follow up actions from meetings with direction.

Arrange meetings and refreshments as directed.

Assist with routine orders.g.stationaryand refreshments.

Maintain accurate and up to date information and ensure appropriate use of electronic storage systems.

Assist with sorting incoming and outgoing post.

Support administrative tasks such as drafting letters, communications, minutes and reports. All documents produced wiveld requ
thorough checking and senior colleague approval.

Assist with collation of information and liaise with members of the Accord Central Team, Governors, Trustees, Headtaacipais/Pr
and senior staff as may be directed by colleagues.

To T o To I

The duties and responsibilities highlighted in this job specification are indicative and may vary over time. Posthotdpectra to
undertake other duties and responsibilities relevant to the nature, level and scope of the post and the grade has beishegstabthis
basis.

Contribute to and uphold the vision and ethos of the Accord Multi Academy Trust.

Recognise own strengths and areas of expertise and use these to advise and support others.
Promoteteam workwithin the team, working in partnership to ensure effective working relations.
Treat all users of the Trust with courtesy and consideration.

Be aware of andomply with all Trust Policies and Procedures at all times




