


Thank you for your interest in the very important post of HR Administration Assistant. We hope
that the information contained within this pack provides sufficient information and helps you to
decide if you have the right qualities, skills and experience to apply for the position.

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 & Accord Sixth Form 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 vision is underpinned by the highest expectations on what every child can achieve
regardless of their context or starting point.

This is an exciting time in our development, as we continue to work tirelessly to provide world
class education for 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 leaders across each of our academies, and this
has been instrumental in allowing us to meet the many challenges in education in a coherent,
co-ordinated and effective way.

Working together as a team has clearly made us stronger, and the support and challenge of
each other has enriched each of our academies and the Trust.

As a Trust we are fully committed to investing in our staff, and as an employee you will have
access to high quality professional development.

It is a real privilege to work alongside such a talented body of professionals working tirelessly to
provide the best opportunities for young people across the Trust, and if you feel that you have
the vision, drive and energy to support and contribute to the Trust’s further development, then
we would like to hear from you.

Alan Warboys
Chief Executive Officer (CEO)
National Leader of Education

DEAR APPLICANT

Your sincerely,



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.

ABOUT THE  TRUST



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:

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.

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



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.

WHY WORK AT ACCORD MAT?



“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



• 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.

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



“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

"Since joining Ossett Academy as a 
Teacher of PE in 2017, I have had a 
range of CPD experiences, including 
Aspiring Middle Leaders, ITT and NQT 
mentoring. I have received excellent 
support and guidance which has 
supported me to move into a Middle 
Leadership role. I envisage myself 
working at Ossett Academy for years 
to come."

Ben
Teacher of PE & 
Post-16 Head of Year



HR ADMINISTRATION 
ASSISTANT

An exciting opportunity has become available in the HR Central Team for an enthusiastic and 
driven Administration Assistant. This opportunity would be perfect for candidates looking to 
embark on a career in HR and get exposure to HR activities working closely with HR 
colleagues.

As the HR Administration Assistant you will provide a confidential, quality administrative 
service, including receiving and dealing with telephone calls and enquiries in a courteous 
manner, managing the HR email inbox, responding to routine enquiries with support from HR 
colleagues and provision of administrative tasks such as drafting letters, communications and 
minutes to a high standard with attention to detail.

YOUR NEW ROLE

The ideal candidate will have generical clerical experience, gained whilst working within a 
busy environment, they will also need to have excellent oral and written communication skills, 
and be confident in their approach.

We are seeking someone who is professional, and is committed to their own personal 
development, by undertaking and completing the CIPD Foundation Certificate in People 
Practice (Level 3) qualification.

HUMAN RESOURCES ACROSS THE TRUST

The Central HR Team is staffed by dedicated and professionally qualified people specialists; 
who provide support trust wide to Principals, Headteachers, senior leaders, managers and 
staff. We are committed to providing a high quality HR service, that supports the trust’s 
aspiration to provide a world-class education for all young people within our community.

Scale 2/3 (£19,100 to £20,043 per annum)
Full Time/Full Year/Permanent, Required as soon as possible

ADVERT



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: Friday 8 July 2022 at 9.00am

Interviews likely to be held: Friday 15 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

mailto:hr@accordmat.org
https://accordmat.org/vacancies/
mailto:hr@accordmat.org


 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

                    
Job Title:                HR Administration Assistant 

 
Grade:      Scale 2/3 

 
Location:    TRUST CENTRAL TEAM  

 
Accountable to:    HR OFFICER 

 
Contract:               FULL TIME, FULL YEAR 
   
 
    

 
Responsible for:  N/A 

Overall Purpose of the Job: 

• Under the supervision and guidance of the HR Officer and wider HR Team, provide a confidential and quality administrative service 
to the HR Team, Principals, Headteachers, senior leaders, managers and staff.  

• Progression to Scale 3 is subject to the commitment to undertake, and the completion of, CIPD Foundation Certificate in People 
Practice (Level 3) qualification.  

• Committed to the safeguarding and promotion of the welfare of young people and to demonstrate this commitment in every aspect 
of the post and activities. 

 
HR Administration Assistant Responsibilities: 

• Under the supervision and direction of the HR Officer and other HR colleagues, the HR Administration Assistant will work 
collaboratively with the HR Team to support all aspects of the Trust’s Human Resources service to employees, line managers, leaders, 
Principals, Headteachers and central team colleagues.   

• The HR Administration Assistant will provide quality administrative support to all HR Team colleagues to securely underpin all aspects 
of the Team’s work. Specific tasks may include but are not limited to: 

o Maintaining and updating the Recruitment Tracker for all recruitment, interviews, closing dates and colleagues involved.  
o Preparation of Recruitment Brochures and liaison with external stakeholders for publication, as well as the posting of new 

vacancies on Trust/Academy websites and appropriate social media channels. 
o Saving and recording all job applications received into the Trust.  
o Collating shortlisting packs for line managers and sharing these in a timely manner following the advert closing date.  
o Support the HR Officer with planning recruitment processes, contacting candidates, creating invite to interview letters, 

requesting references, ensuring rooms are pre-booked and refreshments are ordered.   
o Support with the collation and storage of all recruitment paperwork in line with GDPR.  

• Support the HR team by answering telephone enquiries into the HR office, dealing promptly with enquiries in a courteous manner 
and ensuring messages are recorded accurately and passed to the relevant people. 

• Carry out general administrative duties including photocopying, scanning and filing of paper records and information as appropriate, 
in line with records management and GDPR principles. 

• Support the HR team by managing the HR email inbox, responding to routine enquiries with support from HR colleagues.  

• Direct all verbal and email enquiries into the HR Team to the appropriate HR, academy or Trust colleague for their attention. 

• Support HR colleagues with follow up actions from meetings.  

• Participate in regular supervisory one to ones, and annual appraisals. 

• Proactively contribute ideas for improving and planning of the HR Team activities and/or administrative/clerical systems. 

• Actively engage in team meetings within the HR Team as required. 

• Attend and take minutes of meetings, hearings, investigation meetings etc 

• Be responsible for the accurate inputting and retrieval of data from Bromcom or the equivalent Management Information System 
(MIS) ensuring appropriate use of electronic storage systems.   

• Process and distribute incoming and outgoing post. 

• Provision of administrative tasks such as drafting letters, communications and minutes to a high standard with attention to detail 
using templates provided. All documents to be checked and approved.  

• Assist with collation of information, and report on HR data as may be directed.  

• Support HR colleagues with the new starter process including, pre-employment checks and new starter set up on academy/Trust 
systems.  

• Support HR Colleagues with the leaver process including ceasing all system access.   

• Support the wider HR Team with the production of any other HR administration tasks as may be required.  

• Ensure an accurate and consistent service is provided and internal records, processes and procedures are effectively maintained.  

• Maintain confidentiality with respect of all data held and processed; complying with GDPR requirements.  

• Any other duties commensurate with the post as directed by the HR Officer, HR Manager and/or COO.  
 

The job holder may be required to support other central teams or administrative support teams at member academies during periods of 

holidays or staff absence.  

 



 

 

 

 

 

General Responsibilities:  

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

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

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

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

• Be aware and comply with all Accord MAT and Academy Policies at all times. 

• 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 participate in training and other learning activities and performance development as required. 

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

 

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 Essential *How Assessed Desirable How 
Assessed 

Qualifications: GCSE Maths and English – Grade C or equivalent. 

Commitment to undertake and complete the CIPD 

Foundation Certificate in People Practice (Level 3) 

qualification. 

A/I 
 
 
 

 
 

Recognised ICT qualification 

 

A/I 

Experience: 
 

General clerical experience in a busy environment 

Experience of using a computer system for input and 

retrieval of information (for producing regular reports) 

and experience of using Microsoft Word, Excel and 

Databases 

Experience of working as part of a team. 

A/I 
 

 

Experience of working in a HR 

environment 

Experience of using a 

Management Information 

Systems (MIS). 

Knowledge/understanding of 

academy/school environment 

A/I 

 

Knowledge and 
Statutory 
Requirements 

Awareness and commitment to safeguarding and 

promoting the health, safety and welfare of young 

people 

Awareness, understanding and commitment to the 

Equality Act 2010 and fair treatment of all 

Awareness and understanding of the need to maintain 

confidentiality 

Awareness of data protection principles 

A/l 
 
 
 
 

  
 
 

Planning, 
Organisation and 
Mental 
Challenge: 

Excellent communication skills, both verbal and 

written  

Good organisational skills and the ability to prioritise 

workload, and meet deadlines. 

Ability to complete work carefully, accurately and to 

agreed deadlines, taking a pro-active approach to 

work to ensure that these deadlines are met 

The jobholder will be expected to apply judgemental 

skills to develop straightforward solutions to simple 

problems 

A/I 
 
 
 

 

  



 

 

 

 

 

 

Interpersonal & 
Communication: 

The jobholder will be expected to have good 

interpersonal and communication skills and 

confidence to relate to a range of people at all levels, 

being approachable at all times 

A/I 
 
 
 
 
 

  
 

Physical Skills 
and Demands: 

The jobholder will work in an office environment and 

will be expected to use a keyboard when required to 

input information into spreadsheets and management 

information systems  

 

A/I 
 
 
 

  

Initiative & 
Independence  

Initiative will be required but the jobholder will be 

supervised on a daily basis 

Tasks will be defined in detail 

 

A/I   
 
 

Emotional 
Challenge and 
Resilience: 

The jobholder will be supervised and thus protected 

from emotional challenges as far as is reasonable 

possible 

The job holder will be exposed to people related 

problems that can be of sensitive nature. 

A/I 
 
 

 

  
 
 

Philosophy and 
Commitment  

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  

 

A/I 
 
 

  
 
 
 
 
 
 

Personal 
qualities:  

 

Self-motivated with high standards of professional and 

personal conduct and appearance. 

A positive attitude. 

A commitment to customer care 

A flexible approach to work.  

I 
 
 

 

  



 

 

 

Responsibilities 

Responsibility for People 
 
No direct line management responsibility. 
 

Ensure effective liaison and communication with all colleagues as appropriate to ensure the needs of pupils, staff and academy leaders are 

met.   

Finance 

 
No direct financial management responsibility. 
 

The HR Administration Assistant will be required to ensure (with support and direction from HR colleagues) that all tasks are undertaken in a 

cost-effective manner and are of best value e.g. arrangements for recruitment, adverts, refreshments, hospitality etc.  

 

Physical Resources 
 
Effective use of resources as determined by line manager.  
 
Responsibility for maintaining and producing accurate information and records as applicable to the role ensuring confidentiality and GDPR 
principles are followed at all times.  
 

Working Conditions:     
 
This post is full time, full year.  
 
The post holder may be required to work across multi-sites at member academies and central offices.   
 
Main Contacts:  
 
The jobholder may be required to liaise with a range of academy staff, leaders and central team colleagues as well as conversing with 
members of the general public in response to enquiries and third party recruitment agencies for support.   
 

Characteristics of the post: 
 
The employment checks required of this post are: 
 
➢ Evidence of entitlement to work in the UK 
➢ Evidence of essential qualifications 
➢ Two satisfactory references 
➢ Evidence of a satisfactory safeguarding check e.g. an Enhanced DBS Disclosure 
➢ Confirmation of medical fitness for employment as required.  

Date Completed:  June 2022  
   
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 COO and HR Manager in consultation with the post-holder in order to reflect future developments, roles 
and organisational change. 
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