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	Post Title
	Senior Operations Officer

	Salary
	West Sussex Pay Scale Grade 6 plus Crawley Fringe Allowance
Actual Salary: £27,815

	Contract Type:
	Permanent; full-time, all year round

	Reporting to:
	Assistant Business Manager



	Purpose
	Extend the Leadership of the Headteacher.
Create the opportunity and capacity for all members of the school community to learn.
Embody the Christian ethos and underpinning elements of the school.

	General
	To be the day-to-day operational lead for support functions, supporting the Assistant Business Manager. 
To  lead (including line management) the administrative team (Operations Administrator and Operations Assistant) and manage the workflow of all administrative requirements in order to meet organisation needs.
Be a member of the Senior Operations Team (SOT).
Being aware of and complying with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person. 



	Key Accountabilities
	Key Actions

	To deputise for the Assistant Business Manager
	Leading the day-to-day operations teams providing leadership and support.

	Trips & Events
	Lead the Admin Team in the effective management and coordination of all trips and event in the school.

	Cover Management 
	Lead the admin team in the effective cover management within the school and its impact on wider whole school calendar management and events.

	General Administration
	Manage all aspects of the general administration for the whole school including SLT support, communications, reprographics.

	Whole School Communications
	Be responsible for the delivery of Whole school newsletter, management of the website (including statutory DFE website compliance), management of the school's social media accounts and ensuring that all external communications are checked and compliant with the school's communications policy.

	Whole School Support
	Any other duties as required by the Executive Leadership Team.




Signed 					     (Post Holder)	Date

Signed					     (Line Manager) 	Date

The particular duties assigned to this post are set out above but should not be regarded as exclusive or exhaustive. There will be other duties and requirements associated with your job and, in addition, as a term of your employment you may be required to undertake various other duties as may reasonably be required. These duties may be reviewed and amended in consultation with the post holder in light of any changes in the requirements and priorities within the school. Such variations are a common occurrence and cannot of themselves justify a re-grading of the post.
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