DEAR APPLICANT
Thank you for your interest in Horbury Academy. We hope that the information contained within
this pack will help you decide if you have the right qualities, skills and experience to apply for our
vacancy.
I have enormous pleasure in inviting you to consider joining Horbury Academy and join a team of
staff committed to the pursuit of excellence.
We are keen to appoint individuals who have vision and creativity but above all else an unrelenting
commitment to high expectations and inclusivity.
We believe that outstanding staff, not only teaching staff but support staff as well, are the key to
our success. We see all staff, as key members of our team. We are looking to appoint someone
who recognises the importance of their contribution to our learning community.
We understand that partnership and collaboration is an important aspect to the on-going
development of schools and academies and with this in mind, we work alongside Ossett Academy
& Accord Sixth Form, Horbury Primary Academy and Middlestown Primary Academy as part of the
Accord Multi Academy Trust. We feel this is both exciting and enriching for the Academy and all
staff and pupils.
The vision of our partnership is that the Accord Multi Academy Trust will enhance both our
practice and knowledge of learning across primary and secondary education, whilst also providing
access for pupils and staff to an even better range of opportunities in order to achieve excellence.
Horbury is a happy Academy and we are keen to appoint like minded individuals who have a
positive outlook, a “can do” attitude to all aspects of their role; and colleagues who enrich the lives
of learners and ensure they are always at the centre of their thinking.
I am extremely proud to lead Horbury Academy and to work alongside such a talented body of
students and staff, who are fully committed to working as a team. If you feel that you have the
vision, drive and energy to support and contribute to the Academy’s further continued
improvement, then we would be delighted to hear from you.

Your sincerely,

Nicola Walker
Principal

ABOUT THE TRUST
The Accord Multi Academy Trust is an educational charity established in September 2016
that is currently made up of four academies who were the founding members of the Trust.
In September 2016 Horbury Academy and Ossett Academy & Sixth Form College came
together, moving away from their stand-alone Trust status and were joined in December
2016 by Horbury Primary Academy and Middlestown Primary Academy.

The overarching vision for the Trust is to work in one

‘Accord – celebrating the differences of each academy
through strong collaboration in order to inspire all
members of our learning community to be the best that
they can be.’

Our academies work on the following key principles:

Ambitious for our young people and staff;

Creating a positive climate and an ethos for learning and success;

Collaborative to secure the best possible learning experiences for young
people and staff;

Opening doors for parents, carers and the community and being fully
inclusive;
Resilient in order to develop in young people and staff a mind-set for
success;

Dynamic and reflective learning communities

Our vision and key principles are underpinned by the highest expectations on what every child
can achieve regardless of their context or starting point.
Having consolidated our position as a Multi Academy Trust, we are now at a point where we are
looking to build on our existing central structures to sustain our improvement to date, but also to
ensure that we have the strong educational capacity necessary to welcome more academies to
join the Trust. This particular post is therefore a very important feature of our planned growth
and development and aspiration to provide a world class education for all young people within
our community.

WHY WORK FOR THE TRUST?
The Accord Multi Academy Trust is a Wakefield based Trust; all four academies in the Trust are
closely located to one another which lends itself to many opportunities to work closely and
collaboratively. All academies are within a three mile radius of one another and can be found a
short drive off junction 40 of the M1.
At Accord we are committed to providing world class education for all young people within our
community and as such we recognise the pivotal role that our staff play in this respect.
The Trust places at the heart of its development a commitment to high quality professional
development for all staff who join the Trust. We understand that by investing in our staff we will
create an organisation with a shared vision and values that will transform education for young
people.
The Trust is strongly committed to fostering a positive and healthy working environment with
wellbeing and workload management at the forefront of all decision making.
Across the Trust there are a number of opportunities for staff to come together outside of their
normal working day in a social or other activity capacity. The Trust and individual academies
organise regular staff social events, craft workshops, sporting groups currently include a running
club and weekly staff football matches.

“Joining Accord this academic year has
given me a great opportunity to
advance my career in a direction I am
truly passionate about. Leaders are
given the freedom to innovate and
trusted to make decisions that will
have a positive impact on pupils. I am
certain joining Accord was the right
choice for me and my career.”

Dan

Director of Mathematics

Working for Accord provides
opportunities to work closely with the
wider Trust to develop your skills and
knowledge and build positive working
relationships. I was a School Business
Manager at Middlestown Primary
when the school joined the Trust in
2016; the support and development
opportunities available to me since
then have enabled me to progress to a
managerial role in the central team
alongside completing professional
qualifications.”

Jules
Finance Manager

As a Trust we are committed to provide the following benefits
for employees:
• An opportunity to collaborate with colleagues across our academies, within the central Trust teams,
and where appropriate with other schools or Multi Academy Trust’s on a local or regional basis.
• Formal opportunities arising from collaboration provide:
➢ Structured and informal opportunities to share best practice that affords colleagues the
opportunity to develop their own skills;
➢ Efficiencies of scale and a joint up approach to working and developing initiatives, agendas
and changes to practise.
➢ Opportunities to lead on developments as a stepping stone to further career opportunities.
➢ 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
engagement in nationally recognised professional qualifications (NPQ’s).
• The Trust maintains nationally agreed terms and conditions in relation to pay and conditions for
teaching and associate staff, and continues to subscribe to local holiday patterns within the Wakefield
local authority district.
• All employees have the opportunity to access a pension scheme.
• All employees have access to discounted rates for self and family members for a range of local and
national companies and services, reviewed annually.
• Access to a biannual C2W scheme.
• All employees have access to the Fitness Suite at one of the academies in the Trust free of charge.

WHY WORK AT
HORBURY ACADEMY?
• Horbury Academy is a mixed, 11-16 academy, situated on the outskirts of Wakefield.
• We are immensely proud of our academy, staff and students and strongly believe that all students
are entitled to experience the full breadth of education; reflected through our curriculum model that
encourages learners to study a broad range of subjects.
• From securing academic success to securing success in extra-curricular activity, our staff are fully
committed to ensuring that all pupils make the most of their time at Horbury Academy.
• Alongside our extensive curricular and extra-curricular offer, we provide excellent pastoral care for
our students; tailored to their individual needs.
• We work in partnership with parents and carers to ensure that our pupils feel fully supported during
their time at the academy, allowing them to achieve their very best.
• Visitors frequently comment on our calm, supportive and friendly atmosphere.
• Our environment and academy building is purpose built, under one roof, allowing for a unique
community and supportive feel.
• The Academy has very strong links with the local community in Horbury.
• Our facilities are used during the Academy day and outside of Academy hours by a wide range of
community partners including Horbury Churches Together, Horbury Brownies and Guides, Horbury
Spice Dancers, Ossett Town Juniors, Pageant Players, Phoenix Netball and Horbury & Ossett Music
Centre to name but a few.

“Twenty years ago I joined Horbury
School as a Special Needs Assistant.
Five years later I was celebrating
becoming a qualified Maths Teacher
having completed a degree and my
teacher training. Thank you will never
be enough for the opportunities,
support and encouragement I have
experienced over the years. The
rewards from my career at Horbury
have been a huge sense of pride and
achievement knowing I have made a
difference to so many young
people’s lives. ”

Diane

Teacher of Mathematics

“I started working at Horbury Academy
in the school's busy kitchen. An
opportunity arose for the Science
Technician role which I applied for and
was successful! Working in the science
department has given me many new
skills as well as receiving first class
training from experienced staff. I
continue every day to develop and
grow thanks to the Academy.”

Jayne

Science Technician

ADVERT

Senior Estates Officer
Scale 6, £25,419 to £27,514
37 Hours per week, Full Year
To Start As Soon As Possible
Horbury Academy are seeking to appoint to the role of Senior Estates Officer. The role will report
to the Business Operations Manager and will be responsible for overseeing the day to day
premises operations at a site level. You will work as a key member of the Estates team at the
academy and across the Trust, deploying available estates staff to provide an effective, timely and
efficient estates support service to pupils, staff, and visitors at the academy.
The successful candidate will be required to apply high standards of customer service in a polite
and timely manner, be flexible and practical in approach and exemplify a ‘can do’ attitude and
approach as part of both the academy and wider Trust Estates team. A key aspect of the role will
be managing contractors on site and maintaining compliance checks and records.
ACCORD MULTI ACADEMY TRUST
The Accord Multi Academy Trust was established in September 2016 and is currently made up of
four academies who were the founding members of the Trust. The Trust is committed to
providing world class education for all our young people within our community and as such we
recognise the pivotal role that our staff team have in this respect. The Trust places at the heart of
its development a commitment to high quality professional development for all staff who join the
Trust. We understand that by investing in our staff we will create an organisation with a shared
vision and values that will transform education for young people.
We are confident that new staff joining our Trust will feel welcomed and happy to have chosen
us. We encourage prospective applicants to visit prior to applying. We offer a supportive work
environment with a dedicated and approachable central operational team and an educational
strategy group who will work with you in order for you to reach your career goals and aspirations.
For an informal discussion about this position please contact hr@accordmat.org or call on 01924
282748.

Closing Date: Wednesday 06 July 2022 at 9am.
Interviews likely to be held: Monday 11 July 2022.
Application forms are available from https://accordmat.org/vacancies/
Completed application forms to be returned to hr@accordmat.org.
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:

Senior Estates Officer

Grade: Scale 6

Department: Estates

Accountable to: Business Operations Managers
(Secondary Academy Sites)

Contract: Full Year, Full Time

Responsible for: Estates Officer(s)

Overall Purpose of the Job:
Contribute to the Trust’s strategic and operational plans as a member of the Trust Estates Team with guidance from the Trust Director of
Estates, and the site Business Operations Manager. Ensure that all responsibilities are carried out efficiently and effectively and in compliance
with relevant Health, Safety and Welfare legislation. Ensure all Trust facilities are maintained to the highest standards, available for use,
buildings are safe, secure. Ensure the effective co-ordination and supervision of contractors on site. Responsibilities for site(s) includes Health
and Safety (H&S), Site Security, Facilities Management, Infrastructure & Building Condition, Grounds Maintenance, Projects and Contractor
Management, the management of all related supporting documentation.
Key Outcomes/Activities:
Health and Safety (H&S):
Supporting safe environments within academy settings ensuring safety and security for all users and adhering to systems, processes and
procedures to protect and safeguard assets and people.
 To proactively lead H&S scheduled works activities in line with Trust / Academy H&S Policies, Compliance and Statutory Regulations and
best practice on agreed web based systems.
 Support the Principal and Senior Leaders on matters relating to H&S, supported by the Director of Estates, and Business Operations
Manager in relation to, but not exclusively– Fire and Intruder Alarms, Fire Log Books, Emergency Evacuation, Invacuation and Lockdown,
Legionella Controls, Site Security including CCTV and Safeguarding.
Security:
 Coordinate and provide an opening and closing service to academy sites ensuring all buildings and premises remain safe and secure,
ensuring cover arrangements are in place, as directed by the Principal or Business Operations Manager.
 Coordinate regular checks of all safeguarding lines including fences, gates and any access control systems in operation at all academy
sites e.g. main sites, playing fields etc.
 Contribute to the overall security management systems to ensure they remain safe, effective and fit for purpose.
 Participate in an out of hours emergency call out service as and when required.
 Operate and manage the academy’s CCTV system, preparing digital recordings in line with the Data Protection Policy as directed by the
Business Operations Manager.
Academy Customer Service:
The role will be required to provide necessary support services on estates matters to ensure Principals and Senior Leaders are able to focus on
education priorities, the role will therefore be required to liaise with the Business Operations Manager to:
• Ensure there is effective coordination and programming of site based works activities and deliveries to minimise disruption to the
academy day.
• Undertake and coordinate general porterage type duties including the movement of furniture, events set up, equipment and general
deliveries made to the site(s).
• Respond to reactive academy based / curriculum orientated requests which may not always be pre-planned.
• Operate and coordinate requests via the agreed Estates help desk system.
 Attend the weekly site Operations meeting, or send a representative/written update report and update Estates teams as required.
Facilities Management, Infrastructure and Building Condition:
 Coordinate the cleanliness of all areas of site(s) whether cleaned by internal or external cleaning teams, this includes following any
emergency situations e.g. reactive tasks, floods, leaks, faulty plumbing, and pupil incidents, storms, break-ins, graffiti etc.
 Coordinate the cleanliness of all external areas ensuring regular site walks, litter picks and emptying of litter bins are completed.
 Complete audit checks and inspections against the agreed Trust / Academy frameworks, systems and processes.
 Use the Building Conditions Survey and agreed 5 year capital plan to inform decisions in relation to repairs and maintenance seeking
advice and guidance from the Director of Estates, Principal and Business Operations Manager.
 Work with the Business Operations Manager to prioritise the repairs and maintenance budgets in line with finance and purchasing
procedures.
• Ensure that all agreed planned maintenance and reactive maintenance is undertaken and completed within the timescales allocated.


•
•

Ensure all estates compliance activities both internal or contractor led, are completed to the timescales allocated, and to the
compliance stipulated intervals.
Ensure all Assets are captured on the academy assets register, inspections and servicing are adequately tracked and monitored against
these Assets.
Complete agreed periodic audits and inspections on Water hygiene and associated Maintenance records.

Grounds Maintenance:
 Undertake or delegate to other colleagues minor tasks outside of any SLA agreements to ensure the site is safe and secure.
 Oversee grounds maintenance teams who visit the academy site to carry out maintenance works activities under Service Level
Agreements and quality assure against the SLA specifications provided by the Director of Estates.
 Ensure all safeguarding lines are free from vegetation and growth where this could potentially compromise security and safety.
Projects:
 Support the Business Operations Manager in overseeing site based projects at local academy site level.
 Liaise with academy Senior Leaders and Business Operations Manager on how such projects are managed and timed to minimise any
disruptions to the academy day.
 Support and lead on any duties agreed and assigned from the Director of Estates on capital led projects, accounting for any impact on
academy school day operations.
 Liaise with project deliverers / contractors on a daily basis throughout the agreed project duration.
Contractor Management:
 In line with the agreed frameworks, processes and procedures, carry out audits to monitor the performance of identified subcontractors.
 Monitor, support and lead the Estates Officers in ensuring contractors are managed effectively across the site(s) before the
commencement of any works i.e. completion of safeguarding induction, DBS, Risk Assessments, Method Statements, Public Liability
Insurances, Asbestos Management Plans and that they are an approved Trust / Academy assured contractor.
 Monitor, support and lead the Estates Officer in ensuring contractors are managed effectively when on site(s) including monitoring
their progress, quality of work undertaken, checking standards and completion of all works prior to completing on site, and preparing
reports for Line Manager.
 On a daily and weekly basis, quality assure and check to ensure all activities on the Estates web based system have been completed in
full, and as assigned to the staff members they have been allocated to.
Line Management:
 Manage the annual review cycle for the Estates Officers.
General Duties:

Contribute to and uphold the overall vision and ethos of the Accord MAT.

Recognise own strengths and areas of expertise and use these to advise and support others.

Actively support team work, working in partnership to ensure effective working relations.

Attend and participate in regular line management meetings with own line manager.

Promote team work, working in partnership across the central team and other central teams to ensure effective working relations.

To play a full part in the life of the academy and community and encourage colleagues and pupils to follow this example.

Be aware of and comply with policies and procedures relating to safeguarding, child protection, health, safety and security, finance,
purchasing, data protection, retentions, and confidentiality, reporting all concerns to an appropriate person;

Treat all users of the academies within the MAT with courtesy and consideration.

To comply with and assist with the development of policies and procedures relating to child protection, health, safety and security,
confidentiality and data protection, reporting all concerns to an appropriate person.

To be aware of and support difference and ensure equal opportunities for all.

To maintain confidentiality at all times in respect of Trust-related matters and to prevent disclosure of confidential and sensitive
information.

Commitment to continuous professional development and willingness to undertake required training and development opportunities to
enhance role.

To maintain confidentiality in all dealings with staff and pupils, safeguarding personal data where appropriate and preventing disclosure
of confidential or sensitive information.

Ability to work flexibly in order to maintain and deliver an effective and supportive Estates service and provision across the Trust.

Willingness to develop skills and perform independent research as required in relation to role.

Other duties commensurate with the grade of the post as directed by the Director of Estates, Business Operations Manager.
The duties and responsibilities highlighted in this job specification are indicative and may vary over time. Postholders are expected to
undertake other duties and responsibilities relevant to the nature, level and scope of the post and the grade has been established on this
basis.

Requirements for the Job/Evidence
The following section is the requirements for the job and lists the essential and desirable requirements needed in
order to do the job. Applicants will be shortlisted solely on the extent to which they meet these requirements.
Please note A = Application Form I = Interview/assessment process

Competency
Qualifications:

Essential
GCSE English and Maths at Grade C or above, or
equivalent

*How Assessed

Desirable

How
Assessed

A/I

Estates related qualification or
specialist qualification in a trade
and/or relevant field

A/I

Willingness to undertake further Continued
Professional Development (CPD)
Experience and
Knowledge:

Previous experience in Schools / Academies or similar
settings

A/I

A/I

A/l

A/I

Experience of Property Building Management, working
in an Estates / FM related field
Proficient in the use of ICT applications / web based
monitoring systems / MS Office software packages
General knowledge around trades with the ability to
carry out basic day to day maintenance activities
IOSH Managing Safely / or equivalent
Personal Skills
and Qualities:

Reliable, self-motivated and ability to work
independently using own initiative within established
policies and procedures
Well-developed written and verbal communication
skills
Demonstrable Customer Care skills
Ability to maintain positive relationships with
colleagues in the Trust central team, Trust academies
and with external partners and outside bodies.
Ability to make sound decisions in a timely and
confident manner
Ability to effectively organise and plan work for self
and others to effectively meet organisational needs
Ability to adapt to changing situations within the
business of the Trust
Commitment to being a team player, demonstrate
flexibility of self and of team
Ability to be reflective and learn from experiences,
adapting own/team processes and approach as
necessary
Ability to lift and carry equipment and supplies and
undertake day to day maintenance tasks

Resolution and problem solving skills.

Emotional
Challenge and
Resilience:

The jobholder may be required to apply resilience
when dealing with emotions/challenges from pupils
and/or staff on an infrequent basis

A/I

Philosophy and
Commitment:

An interest in educational issues

A/I

A belief that everyone can benefit from, and has
entitlement to, high quality educational opportunities
A personal commitment to lifelong learning and
continuous professional development
Commitment to high standards, best value and
continuous improvement
Commitment to inclusion so all pupils have access to a
full academy life

Responsibilities
Responsibility for Supervision of Staff:
The job holder will be required to line manage delegated staff as determined by the Business Operations Manager and/or Director of
Estates.
Responsibility for People:
The job holder plays a key role in ensuring the health, safety and welfare of pupils, staff and all visitors to site; as identified in key tasks
within job description.
The job holder works within existing policies and procedures and is able to seek advice and guidance from senior colleagues on emergency
issues or unforeseen circumstances in relation to job role.
Responsibility for Financial Resources:
The job holder will be required to demonstrate best value for any goods or services obtained in relation to completion of job related tasks.
Spend from any individual academy budget will require authorisation from the academy budget holder in line with financial procedures.
Responsibility for Physical Resources:
The job holder is responsible for ensuring all key tasks as identified in key tasks within job description, relating to asset management for
designated academy sites are completed in a timely and efficient manner.
The job holder is a key holder for designated academy sites and is therefore a lead member of staff in relation to ensuring the sites are safe
and secure.

Working Conditions:
The job is physically demanding and will require the job holder to be working on their feet for a large proportion of working time. There will
be periodic requirements for lifting and carrying and physically demanding maintenance tasks.
The job holder will be required to work flexibly across the Trust at designated academy sites. The job holder will also be required to ensure
appropriate cover is in place for absent colleagues through self or other designated team members as may be required for both pre planned
cover and emergency short notice cover requirements.
The job holder will be required to work agreed shift patterns between the hours of 06:00 to 19:00 Monday to Friday, ideally 08:00- 16:00
and weekends by pre-agreed arrangement.
Willingness to undertake short travel within the geographical area of the Trust’s Academy sites.
Main Contacts:
The job holder will be required to liaise with academy based staff, Principals, Heads of Academy, Senior Leaders, Business Operations
Managers, central Trust teams, employees, external contractors / suppliers.

Characteristics of the post:
The employment checks required of this post are:










A clean driver’s licence enabling the job holder to drive academy vehicles.
Access to transport to travel to academy locations, sometimes at short notice.
Class 1 business insurance (where using own vehicle) for travelling between sites during working hours.
Evidence of entitlement to work in the UK.
Evidence of essential qualifications.
Two satisfactory references.
Evidence of a satisfactory safeguarding check i.e. an Enhanced DBS Disclosure.
Confirmation of medical fitness for employment as required.
Registration with appropriate bodies (where applicable).

Date Completed: February 2020
Signature of Jobholder: …………………………………………………………………………………. Date: …………………………………………………………………………………
This is a description of the job as it exists at present; all Accord Multi Academy Trust Job Specifications are reviewed and are liable to
variation as determined by the Director of Estates in consultation with the post-holder in order to reflect future developments, roles and
organisational change.

