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Creative Services Associate
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Abbey Grange C of E Academy
Butcher Hill, Leeds, LS16 5EA

Creative Service Associate 

Salary: B2 Point 6 - 7 (37hours a week, Full Time)
	 Actual Salary - £20,043 to £20,444

Reference: AGA 

To start: ASAP

Abbey Grange is a thriving, highly successful and over-subscribed 11-18 Church of England convertor Academy which serves communities right across the city of Leeds. Our students come from all over the city to receive an education in which we all work together to challenge them academically, support them pastorally and help them develop socially and spiritually.  Abbey Grange is part of the Abbey Multi Academy Trust. 

Our goal is to become an outstanding Academy that delivers on our mission - In Partnership to 'Educate, Nurture and Empower' and we are well on our way to achieving this. Ofsted graded us a 'good' school in March 2022 and we celebrated our GCSE results in 2019 with 72% of our students achieving 9-4 in English and Maths, and an above average Progress 8 score of +0.26. (Verified from last external exam data set)  The academy has an incredibly popular Sixth Form with over 400 students studying a wide range of A Levels and BTECs.  The destinations data for Sixth Form students reflects the high aspirations we have for our students and the aspirations of our families and students themselves.  The academy seeks to attract positive, ambitious and hard-working staff who have high expectations for student progress, attainment, behaviour and character.  

We wish to appoint an imaginative, motivated and passionate Creative Service Associate who will work as part of the Abbey MAT Communications, Marketing and Digital Services team to undertake duties associated with the Creative Services area of Abbey Grange Academy operations to provide a whole school design and print service supporting the school’s teaching and learning and wider communication with all stakeholders.

The successful candidate will be required to work 37hours a week, Full Time. There may be a requirement to work outside of the designated hours and off Academy premises as required.  We are able to offer staff a secure and supportive environment with continuous professional development.   
You will be:
· A highly motivated and hard-working person
· A team-player who can develop positive relationships with children, families and colleagues 
· Someone who will support the Trust's Christian ethos as well as our shared mission and values

What our Trust can offer:
· Friendly, welcoming academies with a strong Christian ethos
· Enthusiastic, well-motivated colleagues
· A 24/7, confidential Employee Assistance Programme providing support and counselling for home-life and work-related issues, financial and legal support, specialist information and support for managers
· Free onsite parking
· Membership of a pension scheme

This is a genuinely exciting time to join our Academy.  If you are looking to join an Academy with happy positive and polite students and staff, then we want to hear from you.

Abbey Grange C of E Academy 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.

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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[bookmark: _Toc346266088][bookmark: _GoBack]The closing date for applications is Monday 8th August at 9am
 
To apply please visit the www.abbeygrangeacademy.co.uk 


Interview date: Interview will be held shortly after the closing date.

All applications will be acknowledged within 24 hours. Should you fail to receive confirmation of receipt please call 0113 2757877.

We will contact successful candidates after the closing date with details of the interview process.  

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 will be required for this post.


Queries
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If you have any queries on any aspect of the application process or need any further information please contact us at Recruitment@abbeytrust.org
Job title:		Creative Services Associate 
Salary Scale: 		B2 Point 6-7
Reporting to:	Communications, Marketing & Digital Services Manager for Abbey MAT
Overall purpose of the post:
Work as part of the Abbey MAT Communications, Marketing and Digital Services team to undertake duties associated with the Creative Services area of Abbey Grange Academy operations to provide a whole school design and print service supporting the school’s teaching and learning and wider communication with all stakeholders.

Key Responsibilities:

· To undertake all duties associated with the school creative services department.
· To work to the Trust’s Marketing and Communication Strategy, and associated brand and display guidance, to design and reproduce pieces of both internal and external communication, such as (but not limited to):

· Digital signage displays
· Worksheets
· Corridor and classroom displays
· Brochures/publications

· To support teaching and support staff across the academy through the use of reprographics to print, copy and fulfil other associated tasks.  This will involve leading and operating the photocopiers across the academy and ensuring staff resources are prepared for lessons and over events whilst sticking to tight deadlines.  
· To ensure both the local academy, and wider Trust, brand and identity are visually represented throughout work produced as part of the Creative Services area.
· To have a keen eye for design and be able to create visually appealing graphics that can be used as both printed and digital resources.
· To be able to use both the Adobe Creative Cloud and Microsoft Office products for design work
· To keep adequate records of equipment useage so relevant cross charges can be made to faculties/departments.
· Sourcing best practice and suppliers.
· To maintain adequate stock of consumables and supplies in the creative services area and to service other areas in school
· To organise external repair and maintenance of all school print equipment. 
· To carry out all tasks giving due regard to confidentiality of information.
· Work with Communications, Marketing & Digital Services Manager to ensure cost effectiveness for the academy.
· Entering orders and invoices onto the school computer systems as required, ensuring correct codes are used.
· Undertaking all the necessary training in order to carry out tasks effectively.
· Assist in other areas of Digital Services, appropriate to grade, where workload allows/dictates
· To be able to work as both part of a team and independently, managing your time and workload effectively
· To provide support to the Main Office and Exam Office as and when required
· To contribute to the overall ethos/work/aims of the academy
· To appreciate and support the role of other professionals
· To attend relevant meetings as required
· To participate in training and other learning activities and performance development as required
· To assist with the supervision of pupils out of lesson times, including before and after school and at break and lunchtimes in accordance with published schedules 
· To accompany teaching staff and pupils on visits, trips and out of school activities and required
· Undertake as requested by senior staff any other tasks commensurate with the general nature of the post
· To safeguard and promote the welfare of children for whom you have responsibility or come into contact with, to include adhering to all specified procedures.

Notes:
The list of duties described above is not exhaustive and the post holder may be required to undertake other roles and responsibilities commensurate with their grade where appropriate.
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 CEO/Principal/Headteacher.
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	Qualifications

	Essential
	Desirable

	1
	A* to C GCSE or equivalent in English and Maths
	A
	R
	
	
	
	

	2
	A Level or equivalent in Art/Graphics or alternative relevant subject
	A
	R
	
	
	
	

	Professional knowledge, skills and abilities

	Essential
	Desirable

	1
	Ability to effectively use Adobe Creative Cloud and Microsoft Office packages
	A
	R
	I
	
	
	

	2
	Ability to use relevant equipment/resources and technology
	A
	R
	I
	
	
	

	3
	Good telephone manner and customer service skills
	A
	R
	I
	
	
	

	4
	Ability to communicate effectively
	A
	R
	I
	
	
	

	5
	Ability to multitask and prioritise
	A
	R
	I
	
	
	

	6
	A keen eye for design and a portfolio of previous work examples
	A
	R
	I
	
	
	

	Experience

	Essential
	Desirable

	1
	General knowledge of office procedures
	
	
	
	A
	R
	I

	2
	Ability to use Creative Cloud; especially Adobe Illustrator & Adobe InDeisgn
	 A
	R
	I
	
	
	

	3
	Ability to use Microsoft Word, PowerPoint, Publisher & Excel
	A
	R
	I
	
	
	

	Professional Attributes, Qualities and Values

	Essential
	Desirable

	1
	Good interpersonal skills
	A
	R
	I
	
	
	

	2
	Ability to deal calmly with different situations as they arise
	A
	R
	I
	
	
	

	3
	Able to communicate effectively with colleagues, students and visitors
	A
	R
	I
	
	
	

	4

	Understanding of, and ability to provide, the best practice in customer care
	A
	R
	I
	
	
	

	5
	Good organisational skills
	
	
	
	
	
	

	6
	A flexible approach to work
	A
	R
	I
	
	
	

	7
	Understand and respect the principals of confidentiality
	A
	R
	I
	
	
	

	8
	Able to work on own initiative
	A
	R
	I
	
	
	

	9
	To be willing to undertake training as required
	A
	
	I
	
	
	

	10
	To show enthusiasm and commitment
	A
	R
	I
	
	
	

	11
	To be a good team player
	A
	R
	I
	
	
	

	12
	Willingness to be flexible with working hours to respond to Academy’s needs
	A
	R
	I
	
	
	

	13
	Ability to articulate, communicate and support the Christian ethos and values of Abbey Grange Church of England Academy
	
	
	I
	
	
	

	14
	Commitment to uphold Academy Equalities, Data Protection, Health and Safety Policies
	
	
	I
	
	
	

	15
	Emotional resilience when dealing with adults and young people
	A
	R
	I
	
	
	



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’
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Where many candidates meet the essential criteria, the desirable criteria will be used to shortlist for interview.
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Welcome

Dear Colleague,

Thank you for your interest in this vacancy at Abbey Grange Church of
England Academy:.

We hope you will find all the information you need to inspire you to join our
team. This pack contains information about the 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 & Empower

Our vision is that each of our 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 MAT has to offer.

We look forward to meeting you and reading your application.

Helen Pratten & Catherine Garrett
Co-Chief Executive Officers
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Abbey Grange has given me
the tools to dream big
and believe that | can

achieve anything in life.
Student
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www.abbeygrangeacademy.co.uk In partnership to Educate, Nurture & Empower
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www.abbeygrangeacademy.co.uk In partnership to Educate, Nurture & Empower





image9.png
www.abbeygrangeacademy.co.uk In partnership to Educate, Nurture & Empower





image10.png
Abbey Grange C of E Academy

Butcher Hill

Leeds

LS16 5EA

Tel: 0113 2757877

Fax: 0113 275 4784

Website: www.abbeygrangeacademy.co.uk
Email: info@abbeygrangeacademy.co.uk

Abbey Multi Academy Trust

c/o Chapter House

Abbey Grange C of E Academy
Butcher Hill

Leeds

LS16 S5EA

Website: www.abbeymat.co.uk
Email: enquiries@abbeytrust.org

Registered Company Number: 07705552
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