	JOB DESCRIPTION

	

	Job Title:     

Trust Operations Manager



	Grade/Band: 
Grade K (34-42)

Salary Range:
£37,890 – £45,859

	Hours/contract: 
37 hours per week 



52 weeks per year
	Reports to:

Executive Headteacher

	
	

	JOB PURPOSE

	· The Trust Operations Manager is one of the Trust’s leading support staff professionals and assists the Executive Headteacher in ensuring that the Trust meets its educational aims. 

· Direct responsibilities include Facility & Property Management, Health & Safety oversight of all schools in the Trust and management of day-to-day operations to support effective education. 

· The Trust Operations Manager will work closely with the Finance Manager to ensure best value for money for procurement and services used by the Trust.

· The Trust Operations Manager is responsible for leading and managing improvement projects relating to the functions of the role and is responsible for the operational management of the trust schools during school holidays.
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	MAIN DUTIES AND RESPONSIBILITIES

	Operations

· To be the nominated Data Protection Officer responsible for GDPR compliance, ensuring necessary practices are in place and all staff are fully trained in their application.  

· Seek opportunities to bid for additional funding opportunities, liaising with relevant organisations as necessary. 
· Compile the staff duties rotas for those staff within areas of responsibility.
· In conjunction with the Headteachers manage and coordinate the operations of large scale school events e.g. Open Days.
· Contribute to the Trust risk register as required and ensure that the Trust puts in place relevant processes to implement actions as needed.
· Oversight of policies for areas of responsibility.
· Ensure a safe environment for the stakeholders of the school to provide a secure environment in which due learning processes can be provided.
· To act as the Educational Visits Coordinator (EVC) for the Trust.
Health & Safety 
· Act as the Trust’s Health & Safety Co-ordinator and Fire Officer. To plan, instigate and maintain records of fire practices and alarm tests. 

· Ensure the school’s written health & safety policy statement is clearly communicated and available to all people. 

· Ensure the health & safety policy is implemented at all times, put into practice and is subject to review and assessment at regular intervals or as situations change. 

· Enable regular consultation with people on health and safety issues. 

· Ensure systems are in place to enable the identification of hazards and risk assessments. 

· Ensure systems are in place for effective monitoring, measuring and reporting of health and safety issues to the Senior Teams, Trustees and where appropriate the Health & Safety Executive. 

Financial Resource Management 
· Actively manage own budgets to ensure spending is within agreed limits and to achieve value for money. Assist school departments in doing the same. 

· Seek opportunities to bid for additional funding opportunities, liaising with relevant organisations as necessary.
· Maximise income through lettings and other activities. 
· Collate and forward financial documents to the appropriate department/person, such as expense claims, over-time claims and invoices. 

Facilities, Site and IT Management 

· Line manage the Site Manager and Site Officers (in conjunction with HT). 

· Ensure the school sites and buildings are well presented and maintained. 

· Prepare and implement an estates management plan for IT, SLT and environment development. 

· Ensure tendering arrangements for site projects are appropriate, manage such projects and liaise with outside contractors. 

· Make recommendations on priorities for allocating capital funding including the preparation and submission of capital bids.
· Oversee site security and IT security arrangements. 

· Manage and oversee the Trust’s cleaning and catering services.

· Line management of IT Support Manager, to ensure the effective delivery of IT provision across the Trust. 

· Oversee management and content for the school websites to ensure compliance at all times. 

· Have oversight of the maintenance of all school sites including the purchase and repair of all equipment and fittings as required. 

· Monitor, assess and review contractual obligations for outsourced school services. 

· Ensure cover across all school sites within the Trust during periods where Site staff are taking holidays.

· Ensure a safe environment for the stakeholders of all Trust schools to provide a secure environment in which due learning processes can be provided.
· Have oversight of the lettings of Trust premises to external organisations, for the development of the extended services and local community requirements. 

· Ensure the supervision of relevant planning and construction processes is undertaken in line with contractual obligations.
General 

· Attendance at staff meetings, Governor/Trustee meetings and INSET activities where relevant. 

· To uphold and actively support the Trust’s policies and procedures. 

· Undertake any other duties which might be reasonably be regarded as within the responsibilities of the post, subject to the proviso that any changes of a permanent nature shall be incorporated into the job description in specific terms. 



	

	SCOPE OF JOB (Budgetary/Resource control, Impact) 

	Line Management for:  Site Manager, ICT Support Manager, Office Manager

Budgetary responsibility for: Site works, IT support and general building works.


	October 2021




This School is committed to safeguarding children and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. We will ensure that all our recruitment and selection practices reflect this commitment. All successful candidates will be subject to Disclosure and Barring Service checks along with other relevant employment checks.
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	PERSON SPECIFICATION
Job Title:    Trust Operations Manager
	

	
	


	Criteria
	Essential/

Desirable

	Qualifications 

· Minimum educational qualifications of 5 A* - C grades at GCSE or equivalent 

· Minimum of 2 Level 3 qualifications (A Level or equivalent)

· A recognised relevant business management qualification and/or membership of a professional body 

· Relevant degree or equivalent
· NEBOSH qualification


	E

E

D

D

D

	Experience 

· Experience of operational management in a large organisation (minimum of two years required)

· Experience of line management of staff.

· Experience of working in a school or academic environment.


	E

E

D

	Knowledge and Skills 

· Knowledge of premises management statutory requirements as applied to schools. 

· To be able to demonstrate strong effective leadership and management skills with experience of project management and strategic planning including business planning and the ability to make a strategic contribution to the Trust’s wider leadership team. 

· To be able to demonstrate strong leadership skills and have the experience of identifying clear goals and delivering positive outcomes through effective performance management arrangements. 

· Knowledge of data protection (GDPR) and understanding of the importance of maintaining confidential information. 

· Advanced and developed understanding of procurement procedures and processes. 

· Full working and in-depth knowledge of relevant policies/codes of practice and legislation, including detailed knowledge of administrative statutory reporting requirements in schools in relation to Health and Safety Law. 
· High level of computer literacy including in-depth knowledge of MS office – Outlook/ Word/ Excel – and SIMS (School Information Management System)

· Understanding and knowledge of the importance of safeguarding / child protection when working in a school setting. 

· Analysing information from a number of sources and resolving problems using own initiative. 

· The ability to exercise training and motivational skills in relation to team members. 

· Ability to liaise with school employees, school leadership team and external agencies at all levels.
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	Personal Qualities 

· Flexible in approach and the ability to meet the changing demands of the role.

· Understanding of promoting positive relationships with the wider school community
· Well-organised and able to work to deadlines. 
· Able to prioritise and work on own initiative with little close supervision. 
· Able to respond to unanticipated problems and situations without direct reference to a manager. 
· Able to handle considerable levels of interruptions, conflicting demands and changing priorities. 
· Good administrative skills and excellent attention to detail.
· Clean driving licence, with use of a vehicle.
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This School is committed to safeguarding children and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. We will ensure that all our recruitment and selection practices reflect this commitment. All successful candidates will be subject to Disclosure and Barring Service checks along with other relevant employment checks.
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