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Job description: Operations Manager
Position: 
School Operations Manager
School:

Trinity High School
Salary: 

SO1 (pts 23-25)
Hours: 

37 hours per week, full time
Reporting to: 
Headteacher
MAIN PURPOSE
In all tasks, the post requires a high degree of sensitivity and discretion and the ability to work confidentially.

ADMINISTRATION
To be responsible for:
· Undertake Line Management responsibilities for above named administration and site staff.

· Oversea maintenance of personnel records.

· Proactively manage and maintain the School Single Central Record of DBS checks in line with Trust policies and procedures; keep abreast of relevant guidance and advise colleagues accordingly.

· In conjunction with the Executive PA, oversee the marketing of the School, including liaising with colleagues in the use of social/digital media marketing. 

· Management and renewal of school policy schedule.

· Support the Headteacher and Senior Leadership Team in ensuring that School policies are reviewed, approved and published in a timely manner (in conjunction with the Clerk to the Trustees)
· In conjunction with the Complaints Co-ordinator facilitate complaints in accordance with the School Complaints Procedure
BUILDINGS, COMPLIANCE AND OPERATIONS MANAGER

To be responsible for:

Buildings and Premises

· Ensuring compliance with the premises licence. 
· Acting as or appointing a designated premises supervisor.

· Working with governors to assess whether the premises is suitable for hire in its current condition. 

· Ensuring the school has the correct insurance for hiring out the premises.

· Checking the hirer has adequate public liability insurance.
· Accepting and rejecting applications to hire the premises.

· Working with the site manager to ensure the premises is fit for use by hirers. 

· Ensuring hirers familiarise themselves with any relevant policies and procedures, eg. the First Aid Policy and Fire Safety Policy. 

· Ensuring the school adheres to its Premises Management Policy. 

· Reviewing and, where necessary, amending the schools’ Letting School Premises Risk Assessment to help ensure the safety of the hirer and their visitors.

· Reviewing the relevant safeguarding checks carried out by the hirer to ensure they comply with the requirements outlined in the Child Protection and Safeguarding Policy.

Health & Safety

· To take responsibility for the main health and safety issues specific to the school and how they relate to pupils, staff, visitors and contractors, reporting to head teacher as appropriate.

· To ensure the school complies with and is up to date with all relevant Health and Safety regulations.
· To ensure that appropriate risk assessments are carried out across the school and to advise staff with risk assessment responsibilities. 

· To maintain a central register of risk assessments and ensure regular review as required.

· To manage the school’s H&S budget, maintaining appropriate expenditure records.

· To complete termly H&S audits of the school site in liaison with the Site Manager, the HT and representative from the local governing body

· To produce H&S reports for governors/trustees/BMAT as requested

· To induct new members of the staff, visitors and students/volunteers on placements/work experience in local health and safety arrangements, policies and procedures etc, ensuring risk assessments and declaration forms are signed and filed.
· To supervise the management of school first aid resources, first aid kit bags and boxes, accident recording books etc. 

· To supervise the arrangement and coordination of first aid training courses for relevant staff.
· To maintain H&S training records and ensure that training is renewed as appropriate.

· To investigate and record incidents, accidents and near-misses, and report as appropriate eg. Parago.
· To oversee regular or ad hoc projects/events at the school that present higher risk to pupils and staff, for example, school productions, performances or events, and work closely and collaboratively with staff overseeing such projects/events. 

Human Resources Management

· To liaise with BMAT HR Department, with regard to general personnel matters.

· To provide leadership and guidance for administrative and site staff. 

· Ensure the workforce census is completed each term.

Personal and Professional Conduct 

· Uphold public trust in the education profession and maintain high standards of ethics and behaviour, within and outside school.
· Have proper and professional regard for the ethos, policies and practices of the school, and maintain high standards of attendance and punctuality.
· Demonstrate positive attitudes, values and behaviours to develop and sustain effective relationships with the school community.
· Respect individual differences and cultural diversity.
· Safeguard and promote the welfare of children and young people and follow school policies and the staff code of conduct.
Contacts

In all contacts the post holder will be required to present a good image of the school in line with its ethos and values, deal with people in a professional manner, and maintain constructive relationships.

Internal:
Staff colleagues




Students


External:
Parents


External agencies

Contractors

EQUAL OPPORTUNITIES POLICY

Promote equal opportunities in all aspects of responsibility according to the school’s aims and objectives.
The duties described in this Job Description must be carried out in a manner which promotes equality of opportunity, dignity and due respect for all employees and service users and is consistent with the School’s Equal Opportunities Policy
NOTES:

Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified. 

Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description. 
The school reserves the right to alter the content of this Job Description, after consultation, to reflect changes to the job or services provided, without altering the general character or level of responsibility.
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