Blackfen School for Girls – Job description School Operations Manager

Responsible to:

Head Teacher

Responsible for:

Site Team, Midday Supervisors, Office 
Functional links with:
Students, Teachers, Parents & carers other agencies/professionals and school staff                                         

Main purpose of the job: 

The role of the School Operations Manager is to lead on all elements of school operations, thereby allowing the Senior Leadership Team to focus on the delivery of an excellent education to the students. This role will report into the Head Teacher and have a direct line into the Senior Leadership Team to ensure the ongoing operational effectiveness of the school.
Major Duties and Responsibilities: 

Estates 
· Manage building projects through to a successful conclusion in liaison with external contractors and the LA

· To have, with the Headteacher, a strategic overview of the management and maintenance of the buildings, facilities, grounds, fabric and furnishings of the school 

· To lead on compiling, and implementing, a Premises Development Plan including energy conservation measures

· To prepare bids to secure funding to support the maintenance of the school site and relevant assets

· To monitor, with relevant staff, maintenance, repairs and service contracts working with external providers

· Coordinate and maintain systems to ensure compliance with statutory requirements.

· Support the implementation of health and safety policies and procedures across the school.

· Manage the maintenance of accurate records of checks, audits, risk assessments, and incidents.

· Ensure that routine processes (e.g. fire drills, inspections, contractor checks) are carried out effectively.

· Escalate risks or compliance concerns to senior leaders as appropriate.

· Ensure that there is sufficient Capital Revenue set aside for asset management priorities.

· To attend the Premises Committee of the school and to report estates and Health & Safety to the Governing Body

· Lead on school operational compliance
· Lead on Climate Action Plan (CAP)
 Health & Safety
· To lead on all matters relating to Health and Safety

· Implement and manage Health and Safety policies and procedures, and take overarching responsibility for First Aid; manage DBS checks for contractors as well as whole school risk assessments. 

· To have a strategic overview of first aid in the school including the medical needs of students

· To conduct staff & student Risk Assessments

· To lead on effective Risk Assessment and third-party service contracts

Contracts and tendering

· Write the specification and tender documentation for service contracts and advise the Governing Body on the way forward and the successful contractor

· Obtain Best Value at all times

· Implement Fair Funding at all levels and on all contracts

· To operate the implementation of CIT and other regulations relating to contractors work on the school site.
Data Protection
· Be the school’s data protection officer, leading GDPR taking responsibility for monitoring data protection compliance and advising the school community on data protection issues.

Catering & Cleaning 
· Liaise with catering team to uphold standards; liaise with cleaning contactors to uphold standards.

Community including lettings

· To establish links with hirers of the school and other organisations

· To coordinate the formulation of strategies and initiatives in partnership with other colleagues and agencies to deliver services that meet the needs of the students and parents and wider community within available resources that will promote intervention and inclusion of students.

Other clauses:

· The above responsibilities are subject to the general duties and responsibilities contained in the Statement of Conditions of Employment. The postholder is expected to work to the best of their ability, to be diligent, honest and ethical in the performance of duties and to conduct personal and professional life to the highest standard such that public confidence in their integrity is sustained.

· This job description does not form part of the contract of employment and is not a comprehensive definition of the post. The duties of this post may vary from time to time according to the needs of the school following consultation with the job holder. It will be reviewed periodically.

· The postholder is expected to participate and engage with workplace learning and development opportunities to continually improve their own performance.

· The postholder may deal with sensitive material and should maintain confidentiality in all school related matters as set out in their statement of terms and condition of employment.

· You are expected to take reasonable care of your own health and safety and to be mindful of the safety of others, to cooperate with instructions, to minimise and mitigate potential hazards and risks to others and to appropriately report hazards, illnesses or injuries in accordance with our Health & Safety Policy.
Signed by:

Post holder:

Print Name:

Date:


Line Manager:

Print Name:

Date:
Person Specification

	
	Essential
	Desirable

	Qualifications
	L2 qualifications - GCSE Maths and English (Grade 4) or equivalent.

L3 qualifications - A levels or equivalent.

Operational background with some level of expertise in Estates, IT.


	L6 qualifications - bachelor's degree or equivalent.

Experience working in an educational environment.

Budget management.

School business professional (level 4) or willingness to work towards.

	Experience
	Experience working in an educational environment

Line management of a team
Experience of leading operational projects and coordinating multiple workstreams to successful completion

Experience of building strong and trusted relationships with internal and external stakeholders


	Experience in developing and leading a network group, for example within or between schools.

	Training
	Evidence of Continuing Professional Development.

	

	Knowledge 

and Skills
	.
Ability to work highly effectively both individually and as part of a team.

Good organisational skills, and the ability to deal with multiple projects on an ongoing basis.

Ability to be both proactive (advanced planning and forward thinking) and reactive (responding to changing situations).

Ability to think clearly in a high pressure situation.


	IT literacy with SharePoint, Onedrive, 

	Personal Qualities
	Good time management and organisational skills, with ability to manage own workload, set priorities and meet deadlines.
Ability to treat sensitive information with the strictest levels of confidentiality at all times.

Flexibility and ability to adapt to changing circumstances.
Resilience and ability to re-prioritise regularly to ensure timely responses to incidents / changing circumstances.

Able to lead and coordinate cross-functional projects, influencing stakeholders and driving delivery without direct line management where appropriate.


	Can reflect thoughtfully and critically, and identify their own strengths and areas for development in these areas.


