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Welcome Letter 

Dear Colleague, 

Thank you for your interest in the role of Head of Human Resources for Abbey Multi 
Academy Trust. 

We hope you will find all the information you need to inspire you to join our team.  This pack 
contains information about the Head of Human Resources role, from which we hope you will 
gain an understanding of our ethos and approach and the high aspirations we have for 
ourselves and our pupils. 

“To work in partnership to educate, nurture and empower” 

Our vision is that the academies, supported by Abbey MAT, will provide an environment 
which is welcoming, caring, calm, disciplined and purposeful and will stretch our young people 
academically, support them pastorally and help them develop socially and spiritually. 

We are committed to raising the skills base across our communities by ensuring a focus on 
quality, encouraging innovation and strengthening the ethos of the academies as distinctive 
schools. The framework will strive to maintain academies which will retain their own 
independent culture and ethos whilst operating within a strategic partnership to improve 
quality, share best practice and operate effectively and efficiently. 

If you are seeking a truly distinctive role within a unique environment, please come and visit 
us and see what Abbey Multi Academy Trust have to offer. 

We look forward to meeting you and reading your application. 

Helen Pratten & Catherine Garrett 
Co-CEOs 
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Advert 

Position: Head of Human Resources 

Reference: MAT48 

Salary: L14 – L18 (£58,135 – £64,143) 
37 hours a week, working all year round 52 weeks 

In Partnership to Educate, Nurture & Empower 
An exciting opportunity for an experienced Head of Human Resources has arisen to join the HR team 
of Abbey Multi Academy Trust.  

As a strategic member of the multi academy Trust’s Central Support Team, you will be responsible for 
the management and delivery of HR services within the Trust. This will include the strategic planning, 
development and monitoring of HR services, staff supervision and responsibility for the delegation of 
relevant activities to ensure the smooth running of the HR function across the Trust.  

The Head of Human Resources will lead the HR functions and services for Abbey MAT including: 
 Developing the Trust’s HR strategy
 Leading recruitment across the Trust
 Implementing effective performance management procedures
 Delivering appropriate and effective employee engagement
 Through leadership of the Central HR Team and liaison with Principals, support the

development of ensuring Abbey MAT is an employer of choice
 To develop, implement and embed systems and processes for the provision of metrics to

measure the success of the Service Level Agreement of the HR central team.

You will be a committed leader with the ability to build strong professional relationships at all levels 
of the organisation.  

Previous experience of leading a busy HR team is essential. Previous experience working within the 
education sector (ideally within a Multi Academy Trust) and qualified to CIPD Level 7 or above is 
required. 

Abbey Multi Academy Trust has dedicated staff and wonderful children who take pride in their 
schools. We are looking for a finance officer able to articulate and support the Christian ethos and 
values of the Trust. The ideal candidate must have good communication and organisational skills and 
a commitment to high-quality service. The candidate must also be able to work well as part of a team. 

This is a genuinely exciting time to join our Trust. If you are looking to join a Multi Academy Trust with 
happy positive and polite students and staff, then we want to hear from you. 
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Abbey Multi Academy Trust is a Trust consisting of eight academies (three secondary, five primary) 
in the geographical areas of the Anglican Diocese of Leeds and Calderdale.  

All our academies share in the Trust’s mission to work In Partnership to 'Educate, Nurture and 
Empower'. For more information about us or our primary academies please visit the following links: 

http://www.abbeymat.co.uk/ 

Visits to our school to meet the team and experience our wonderful atmosphere, are warmly 
welcomed and encouraged and can be arranged by contacting Recruitment@abbeytrust.org  

To apply please download recruitment pack and email completed application form 
Recruitment@abbeytrust.org 

Closing date:  12pm Friday 10th December 2021 
Interview date:  w/c 13th December 2021 

This school is committed to safeguarding and promoting the welfare of children and young people and 
expects all staff and volunteers to share this commitment. The successful candidate will be subject to 
a Disclosure and Barring Service check. We promote diversity and want a workforce which reflects the 
population of Leeds. 

Application & Shortlisting Process 

Closing date:  12pm Friday 10th December 2021 
Interview date:  w/c 13th December 2021 

Applications 
Applications will only be accepted from candidates completing the Trust’s Application Form. 

Please note all sections of the Application Form should be completed. Supporting statements should 
evidence skills and experience against the requirements of the job description and person 
specification. 

Completed applications should be returned by email to recruitment@abbeytrust.org 

CVs will not be accepted in place of a completed Application Form. 

All applications will be acknowledged within 24 hours. Should you fail to receive confirmation of 
receipt please call 0113 320 1425 

Invite to Interview 
After the closing date, short listing will be conducted by a Panel. 

Candidates selected for interview will be informed after shortlisting and full details of the interview 
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programme will be provided. If you do not hear from us within 14 days of the closing date of this 
position, unfortunately you have been unsuccessful on this occasion. 

Candidates will be selected for interview entirely on the content of their application form. Candidates 
are advised to read the job description and person specification carefully before completing an 
application form. 

In addition to candidate’s ability to perform the duties of the post, the interview will also explore 
issues relating to safeguarding and promoting the welfare of children, including: 

 Motivation to work with children and young people;
 Ability to form and maintain appropriate relationships and personal boundaries with children

and young people;

Abbey Multi-Academy Trust is robust in promoting the safeguarding of children and is rigorous in its 
recruitment checks.  An enhanced disclosure from the DBS and Barred List check will be required for 
this post. 

Standard Checks 
All candidates invited to interview must bring the following documents: 

 Documentary evidence of right to work in the UK;
 Documentary evidence of identity that will satisfy DBS requirements;
 Documentary proof of current name and address;
 Where appropriate any documentation evidencing change of name;
 Documents confirming any educational or professional qualifications that are necessary or

relevant for the post.

Please note that originals of the above are necessary, photocopies or certified copies will not be 
accepted. 

Pre-Employment Checks 
Any offer to a successful candidate will be conditional upon: 

 Verification of right to work in the UK;
 Receipt of at least two satisfactory references (if these have not already been received);
 Verification of identity checks and qualifications;
 Satisfactory Enhanced DBS Check;
 Verification of professional status;
 Satisfactory completion of a Health Assessment;
 Satisfactory completion of the probationary period;
 Where the successful candidate has worked, or been resident overseas in the previous five

years, such checks and confirmations as may be required in accordance with statutory
guidance.

Abbey Multi Academy Trust is committed to safeguarding children. This means that all employees (on 
either a paid or voluntary basis) require an Enhanced DBS check and/or Barred List check. 
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References & Verifications 
We will seek references on shortlisted candidates and may approach previous employers for 
information to verify experience or qualifications before interview. 
 
Any relevant issues arising from references will be taken up at interview. 
 

Queries 
 
If you have any queries on any aspect of the application process or need any further information or 
you would like the opportunity to have an informal discussion, please contact us via the 
Recruitment@abbeytrust.org email address. 
 

Equality and Diversity 
 
Abbey Multi Academy Trust promote diversity and want a workforce which reflects the population of 
Leeds and Calderdale. We are committed to creating and sustaining a positive and supportive working 
environment for our staff, and an excellent teaching and learning experience for our students. We 
aspire that staff are equally valued and respected, and students are encouraged to thrive 
academically.  
 
As a provider of employment and education, we value the diversity of our staff and students. We are 
committed to providing a fair, equitable and mutually supportive learning and working environment 
for our students and staff. 
 
We acknowledge the following basic rights for all members and prospective members of our 
community: 
 

 to be treated with respect and dignity 
 to be treated fairly with regard to all procedures, assessments and choices 
 to be encouraged to reach one’s full potential 

 

These rights carry responsibilities and we require all members of our community to recognise these 
rights and act in accordance with them. In addition, we will comply with all relevant legislation and 
good practice. 
 

No individual will be unjustly discriminated against. This includes, but is not limited to, discrimination 
because of age, disability, gender reassignment, marriage and civil partnership, pregnancy and 
maternity, race, religion and belief, sex and sexual orientation. 
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Job title:  Head of Human Resources – Abbey MAT 

Salary Scale:   L14 – L18 

Reporting to: Co-CEO (operations) 

Overall purpose of the post: 
As a strategic member of the multi academy Trust’s Central Support Team, to be responsible for the management 
and delivery of HR services within the Trust. This will include the strategic planning, development and monitoring of 
HR services, staff supervision and responsibility for the delegation of relevant activities to ensure the smooth running 
of the HR function across the Trust.  

The Head of HR will lead the HR functions and services for Abbey MAT including: 

 Developing the Trust’s HR strategy 
 Leading recruitment across the Trust 
 Implementing effective performance management procedures 
 Delivering appropriate and effective employee engagement 
 Through leadership of the Central HR Team and liaison with Principals support the development of ensuring 

Abbey MAT is an employer of choice 
 To develop, implement and embed systems and processes for the provision of metrics to measure the 

success of the Service Level Agreement of the HR central team. 

 
Key Responsibilities: 
 
The duties and responsibilities listed below are indicative of the tasks the Head of HR will perform, and are not 
intended to be an exhaustive list. The post-holder will be expected to take on additional tasks appropriate to the 
role as they arise.  
 
Trust leadership and management 
The Head of HR will be accountable for supporting the strategic development and operation of the Trust through 
the development and implementation of effective HR strategies and services, and for upholding the Trust’s vision 
and values in all aspects of their work. 
 
The Head of HR will: 

 Develop and implement the long-term vision and strategy for the Trust’s HR services, ensuring they meet 
the needs of the Trust as it grows and develops 

 Develop and implement a workforce plan for the Trust, including identifying skills gaps and modelling staff 
deployment options 

 Lead on the development and implementation of talent management and succession planning strategies 
across the Trust. 

 Provide advice to Trust leaders on all aspects of HR practice, developments and legislation, ensuring the 
Trust adheres to best practice and operates within the law, and co-ordinate appropriate external legal or 
professional advice where required 

 Build HR capacity within the Trust, helping Trust leaders to develop their knowledge and skills related to 
managing their staff  

 Contribute to the Trust’s strategic planning and risk management exercises, including implementing 
remedial strategies where necessary  
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 Monitor and analyse workforce statistics and report on these to other senior Trust leaders  
 Ensure that absence management procedures are applied fairly and consistently across the Trust.  Monitor 

and report on absence levels across the Trust, advising on complex long-term cases and leading where 
appropriate. 

 Lead and develop the Trust’s HR team, including taking responsibility for the team’s professional 
development  

 Establish and oversee the Trust’s HR policies and procedures  
 Manage the Trust’s use of any external HR providers and services, ensuring the quality of the provision is 

high and the Trust receives value for money  
 Manage and update HR documents for the Trust, including staff contracts and HR forms  
 Support the Trust’s due diligence exercises for joining schools  
 Oversee statutory returns and publications related to HR, such as the school workforce census and reporting 

related to the public sector equality duty  
 Lead on the Trust’s approach to organisational change, such as restructuring, redundancy and TUPE 
 To undertake job evaluations across the Trust and advise on new roles, producing job descriptions and 

person specifications in the corporate format as required.  
 Develop and oversee the process for resolving HR casework  
 Work in partnership with Trust central staff and Principals to develop Abbey MAT as an excellent place to 

work, and develop our ability to attract, recruit and retain the best staff  
 Develop and ensure the appropriate delivery of an induction process for all new Abbey MAT staff  
 Lead on the provision of support and advice to the Trust and academy leadership teams on HR related issues 

as required, including providing professional developmental support to senior and middle leaders, in all 
aspects of HR including the application of Trust policies  

 Liaise closely with the Executive Leadership Group to assist in identifying and fulfilling training needs  
 
Recruitment and induction 
The Head of HR will be responsible for co-ordinating recruitment across the Trust, supporting recruitment by 
individual academies, and for ensuring recruitment priorities align with the Trust’s aims. 
 
The Head of HR will: 

 Co-ordinate the advertisement of vacancies across the Trust, to both internal and external candidates, 
including working with external partners to publicise available roles 

 Effectively manage the use of the Trust’s applicant tracking system ensuring all stages of the recruitment 
process are adhered to 

 Work with Trust leaders to support candidate shortlisting and selection, providing relevant advice as 
necessary 

 Manage the Trust’s procedures for conducting pre-employment checks and ensure Safer recruitment 
practices are adhered to throughout the recruitment process 

 Work with the Trust’s leaders to ensure new members of staff have an induction programme appropriate to 
their role 

 Establish a consistent approach to Induction and exit of staff across the Trust 
 Collect and monitor equal opportunities information and use this to develop a workforce profile. 
 Work with the Trust Marketing & Communications Manager to establish a strong recruitment brand for 

the Trust. 
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Performance management, pay, pensions and conditions 
The Head of HR will be accountable for supporting effective pay and performance management processes across the 
Trust, and for ensuring that these align with the Trust’s strategic plans and aims. 
 
The Head of HR will: 

 Manage and, where appropriate, develop the pay and reward schemes that currently exist within the 
organisation taking into consideration all relevant employment law and any existing agreements that are in 
place. 

 To oversee the Trusts in house payroll system and ensure that payroll, contract and pension administration 
is accurate and delivered efficiently. 

 To maintain necessary documentation for employment, pay, pensions and staff benefits. 
 Oversee the Trust’s approach to performance management and appraisal, making improvements as 

necessary 
 Develop the Trust’s pay scales for all roles, ensuring these remain appropriate and support the Trust’s efforts 

to recruit the best possible staff 
 
Employee engagement and wellbeing 
The Head of HR will be accountable for supporting employee wellbeing and job satisfaction, which aids the Trust in 
its efforts to recruit and retain the best staff. 
 
The Head of HR will: 

 Lead the Trust Wellbeing Strategy working with Mental Health First Aiders and wellbeing leads to ensure 
this is a priority for all academies. 

 Develop, implement and monitor staff wellbeing and engagement programmes, and report on the impact 
of these to Trust leaders as appropriate 

 Act as the point of contact for staff questions about HR policies and procedures 
 Work with unions and professional associations, maintaining strong and effective relationships that support 

the Trust’s employment approach and responsibilities 
 Work with other Trust leaders to consult with staff on job satisfaction, helping them to implement changes 

or improvements where appropriate 
 
Ensuring compliance 

 Ensure that relevant legislative and educational employment knowledge is kept up to date within the Trust 
and wider academy HR teams, advising on the interpretation and implementation of changes to ensure that 
all policies and procedures are up to date and legally compliant. 

 Implement and maintain a set of legally compliant Trust HR policies, ensuring these are reviewed and 
updated regularly in the light of changing legal and safer recruitment requirements 

 Ensure that the Trust is compliant with equality legislation, in terms of arrangements for pay and conditions 
across its academy, giving professional recommendations and implementing action plans to address any 
inconsistencies of approach 

 Provide HR input into Abbey MAT projects and organisational changes including the management of TUPE 
 Provide HR support for the process of academies joining the Trust 
 Ensure Abbey MAT compliance with the requirements of Safer Recruitment 
 Ensure that HR record keeping including the Single Central Record is accurate and compliant across the Trust 
 Oversee statutory returns in relation to HR e.g. Academy Workforce Census, Gender pay gap reporting 
 Lead on the management of the apprenticeship levy 
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Data Protection & Safeguarding 
The Head of HR will be accountable for supporting the Trust’s work to safeguard its pupils, its staff and the wider 
community 
 
The Head of HR will: 

 Develop, implement and monitor the Trust’s ‘safer recruitment’ procedures, including compliance with 
Disclosure and Barring Service (DBS) check and training requirements 

 Monitor the Trust’s single central record, ensuring Trust-wide compliance with requirements 
 Lead on the Trust’s responsibilities for safeguarding, specifically in relation to employee matters 
 Lead the Trust’s procedures for handling allegations against adults, and liaise with external agencies as 

required 
 Work within the requirements of GDPR at all times 

 
Other duties: 

 To provide an excellent role model for colleagues and students, conveying a professional standard of 
behaviour, punctuality, attendance and appearance, maintaining high morale and confidence within the 
Trust. 

 To ensure a well organised environment, maintain a high profile presence, being accessible and supportive 
to, senior management, colleagues, Directors, Governors and stakeholders. 

 To take responsibility for line management of designated colleagues and resources in order to achieve 
objectives. 

 To ensure in any undertaking, to act with financial probity and in accordance with financial procedures. 

 
Note: 
 
This Job Description provides the overall strategy and remit of the post holder.  This Job Description will be reviewed 
annually and may be subject to amendment or notification at any time after consultation with the post holder.  It is 
not a comprehensive statement of procedures and tasks but sets out the main expectations of the Trust in relation 
to the post holder’s professional responsibilities and duties.  Elements of this Job Description, and changes to it, may 
be agreed at the request of the CEO/Executive Principal or the incumbent of the post.  The above must be viewed in 
conjunction with the relevant sections of the School Teachers’ Pay and Conditions of Service document which is 
published annually. 
 
 
I have read the Job Description and agree to all the terms and conditions set out therein.  I also agree to comply with 
all Abbey Multi Academy Trust Policies, Child Protection and Health & Safety regulations.  I understand that this Job 
Description is not an exhaustive list and I agree, when required, to undertake any reasonable request made by the 
Director of Finance & Corporate Services or CEO/Executive Principal. 
 
Name: 
(Please print) 

Signature: 

Date:  
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HEAD OF HR 
 PERSON SPECIFICATION 
CRITERIA Qualifications ESSENTIAL DESIRABLE 

1   CIPD Level 7 qualification A R I    

2   Membership of Chartered Institute of Personnel Development    A   

3   Management / degree qualification or relevant experience A R     

 
Relevant Experience ESSENTIAL DESIRABLE 

1 Experience of working in an HR Manager role  A R I    

2 Ability to act as a Business Partner to senior and line managers A R     

3 Proven ability to manage service delivery A R I    

4   Effectively conducting Appraisals and Performance   
  Management meetings 

A R I    

 

5 Liaising with legal advisors and sourcing advice and 
information from external partners 

A R I    

 
6 

Developing, updating and implementing HR policies and 
procedures including safeguarding policies 

A R I    

 

7 Experience of managing and delivering organisational 
change e.g. TUPE, managing redundancies etc. 

A R I    

 

8 Proven, excellent ability to manage projects and tasks 
with conflicting priorities and timescales 

A R I    

9 Implementing process improvements and process 
reengineering 

A R I    

10 Experience of working in a HR role within the Education sector.    A R I 

12 Experience of providing HR support in an organisation where 
there are professional and support grades 

   A R  

14 Experience of working in a customer focused environment    A R I 

15 Knowledge of the Local Government and National education 
system 

   A R I 

16 Working knowledge of Safer Recruitment and the Disclosure 
and Barring Service checks 

   A R I 

17 Experience of working with Trade Unions    A R  



 
 

13 
 
 

18 Experience with project budgeting and control    A R  

 
Skills and Aptitudes ESSENTIAL DESIRABLE 

1 Excellent verbal and written communication skills; high level of 
literacy and comprehension 

A R I    

2 Sensitive and emotionally literate negotiation skills A R I    

3 Excellent IT skills i.e. Outlook & MS Office A R     

4 Strong and effective communicator A R I    

5 Confident decision maker A R I    

6 Excellent planning, prioritization and organisation skills A R I    

 
Behaviours / Attributes ESSENTIAL DESIRABLE 

1 Flexible and enthusiastic approach to work  
 

A R     

2 Resilient; works well and thrives under pressure A R I    

3 Diplomatic, tactful and discreet A R I    

4 Excellent attention to detail A R I    

5 Positive “can do” attitude A R     

6 Advocate for change A R     

7 Ability to develop excellent internal and external relationships A R     

8 Ability to articulate, communicate and support the Christian 
ethos and values of Abbey Multi Academy Trust 

A  I    

9 
 
 

Committed to the promotion of Equality and Diversity A R I    
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10 Committed to own continuing professional development A R     

Special Requirements 

1 Enhanced DBS clearance 

2 Compliance with all School and Trust policies 

3 Safeguarding and promoting the welfare and success of all students and young people. 

4 The implementation of equal opportunities practice 

5 Promoting the stated aims and policies 

Other 

1 Use of own transport or the ability to effectively travel between Academies as required 

2 Willingness to travel as required 

 

 
The criteria will be evidenced as indicated below:  
‘A’ refers to the candidate’s Application form and covering letter 
‘I’ to interview 
‘R’ to reference 
Candidates should address at least all items marked ‘A’ 
Referees are asked to comment on items marked ‘R’ 
Where many candidates meet the essential criteria, the desirable criteria will be used to shortlist for 
interview.  


