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.Truro and Penwith Academy Trust is a supportive and collaborative organisation with one primary focus:

the improvement of teaching and learning within Cornwall.

 Job Description
	Job Title: 
	School Operations Manager

	Salary:
	TPAT Pay Scale Point 11 

	Hours
	37 hours per week / 52.14 weeks per year

	Base: 
	Helston Community College

	Responsible to:
	Headteacher

	Direct Supervisory Responsibility for:
	Site Team, Cleaning Team, Catering Team, IT Network Manager, Nursery Manager

	Important Functional Relationships: Internal/External 
	Internal: Headteacher, Senior Leadership Team, Teaching Staff,   Support Staff, students, TPAT Central Team, Governors    

External:  External providers of services such cleaning and catering, if appropriate, utilities, transport, etc H & S Executives, Fire Services, Local Authority, Parents/Carers



	Main Purpose of the Post:

	To provide robust organisational leadership and management skills to support the school to deliver high quality teaching and learning.
To plan for and provide the most suitable premises to promote the optimum learning and working environment for both students and staff.
To be a member of the school Senior Leadership Team including attending Local Governing Committee and other appropriate meetings to contribute at strategic level with regards to resources, facilities & estate management service level agreements, income generation, school administration and marketing.  

In consultation with the Headteacher, TPAT Central Team and Finance Officers, to draw up the school’s business plan, including its long-term strategy for future development.

To be the single point of contact for the Headteacher regarding all SLAs such as catering and cleaning, if applicable; all Trust services to include IT and estates. As the single contact they ensure that the learning environment and working environment is safe, efficient, legally compliant, supportive, collaborative and administered in line with the school and wider Trust ethos.

To manage SLAs and contracts to ensure value for money and to recommend, on an annual basis, the required SLAs and contracts which meet the organisational needs of the school. 


	Main Duties and Responsibilities:

	Human Resources

To participate in the recruitment, selection and induction of new staff within the areas of responsibility as and when required.
To ensure regular appraisals are conducted for all staff within the areas of responsibility and make arrangements for the necessary staff training in accordance with identified development areas for staff and operational requirements.

To ensure that the following functions, within areas of responsibility, are carried out promptly and
efficiently:

· Network access aligned with roles and responsibilities

· Undertaking return to work meetings
· Monitoring of staff sickness
· Probationary reviews

To work in conjunction with the Headteacher and school HR Manager on specific HR issues and procedures.

To work with senior leaders to implement policies and approaches which support the wellbeing and work-life balance of staff within the school. 

Estates and Facilities

To work in conjunction with the Trust Estates & Facilities Officer and School Site Manager to ensure the school is maintained to the highest standard through effective deployment of the site team.  To oversee all aspects of the school’s building, facilities and security. 

In conjunction with the Trust’s Estates & Facilities Officer and School Site Manager to ensure that the following specific functions are carried out promptly and efficiently:

Preparation of maintenance schedules (including equipment testing), and the efficient operation of all plant and facilities on the premises.  

Management of all aspects of any building projects and maintenance work undertaken on the school premises.

Management at local level appointed contractors to ensure they operate safely and work within the requirements of the school and relevant service level agreements.

Liaison with TPAT Central Team in relation to capital development.

To oversee Health and Safety and fire regulations at the school, ensuring the school is legally compliant with all statutory inspections and maintenance.

To ensure that local H&S issues, accident and near miss reporting and associated investigations are carried out in line with protocols set out by the Trust. To initiate regular fire alarm tests and evacuation drills, ensuring full records are maintained.

To ensure the necessary buildings, contents and employers liability insurance arrangements are in place and to report any changes in scope or usage to the Trust’s Financial Officer.

To ensure caretaking services, grounds maintenance, facilities management compliance are in place in conjunction with the Trust Estates & Facilities Manager.
To champion the school’s commitment to sustainability and environmental protection and within financial constraints. 

To be responsible for developing and managing community use of the premises thereby maximising income generation within the ethos of the school and Trust. 
Day Nursery

In collaboration with the Nursery Manager, oversee the efficient and effective operation of the Day Nursery

Ensure that the facilities and services are fully compliant with any external or internal standards
Ensure that the services provided are financially viable, within agreed budgets and sustainable
Identify opportunities to promote the services of the Nursery including marketing and developing opportunities for income generation.
Marketing, PR and Communications

To oversee the school’s strategy and practice in relation to marketing, PR and communications, including to ensure the school website is maintained to meet legal requirements and any shared agreements, and specifically to ensure: 

· The website is updated weekly or more frequently as necessary

· Termly compliance checking is carried out and appropriate actions are put in place in response

· Co-ordination, standardisation and professionalism of all published material on the website and other media

· Utilising all opportunities to align menu structures of the school website towards agreed common Trust standards

· Checking published images for safeguarding and copyright protocols
· Liaison with local media adhering to school and TPAT branding and ethos

· To ensure that the school’s printed materials, letterheads and forms are professional and consistent with the vision and branding of the school and TPAT

· To oversee the production of the prospectus, either in printed or electronic format

· To oversee the production and maintenance of school signage, ensuring consistency with the vision and branding of the school and TPAT.

In liaison with the Headteacher, to construct and maintain an annual marketing strategy.

General/other:

Other Responsibilities

To be responsible for all aspects of the school’s risk management, including ensuring all necessary risk assessments are completed and the appropriate checks are in place to meet all audit requirements.

To line manage the school’s EVC and ensure visit/trip protocols are robust and effective. 

To produce and maintain the school’s disaster recovery/lockdown policy & business continuity plan.

To engage with the TPAT Central Team to ensure Trust standards are applied and that appropriate support is received.

To ensure the continued monitoring of catering and cleaning services, ensuring a healthy and safe environment for all stakeholders of the school. 
To work with the Site Manager, Finance Officer and Trust Estates & Facilities Officer to help prepare the school specification for contract renewals. 

To ensure that all bought in services are in place, are value for money and function correctly.

To work in conjunction with the Trust Director of IT to ensure all aspects of TPAT’s IT Support and Service Level Agreement are upheld.

To monitor the inventory of equipment and resources so that all resources are accurately recorded and their whereabouts are tracked.

To oversee the school’s first aid team, ensuring systems and training are effective. 

To contribute to the generation of other income streams for the school including sponsorship ventures and co-ordinating the writing of bids.  

To participate in school events and the duty rota as a member of the Senior Leadership Team.

To be responsible for school GDPR, data protection and subject access requests in conjunction with TPAT.

To ensure timely and clear liaison with school transport services to ensure students arrive and are collected via a prompt and safe means, having oversight of traffic management on the school site.
To remain aware of and adhere to the school’s safeguarding policy and procedures.

To be aware and to adhere to applicable rules, regulations, legislation and procedures (e.g. Code of Conduct, Dignity at Work), national legislation (Health and Safety, GDPR.)
To support the Headteacher with the interpretation of matters of policy/procedure/statute to ensure the school’s compliance and initiate any appropriate action necessary including: 

· Ensuring paperwork is legally compliant
· Ensuring records are kept for the required period and are secure as appropriate
· Preparing information for audits as necessary

· Pursuing opportunities to align systems and policies across the Trust.

To maintain confidentiality of information acquired in the course of undertaking duties for the school.

To be responsible for your own continuing self-development, undertaking training as appropriate.

To undertake other duties appropriate to the grading of the post as required.


	This job description is not exhaustive and does not form part of your contract of employment. It has been prepared only for the purpose of school organisation and may change either as your contract changes or as the organisation of the school is changed. Nothing will be changed without consultation. This document will be reviewed annually as part of the appraisal process or as appropriate. 

The Trust is committed to safeguarding, promoting the welfare of children and to ensuring a culture of valuing diversity and ensuring equality of opportunities


PERSON SPECIFICATION
	Attributes:
	Essential
	Desirable
	Recruiting Method



	Education and Training
	Attainment of ‘A’ level qualifications or equivalent (as an alternative to qualifications, be able to demonstrate equivalent skills through work experience).

Attainment of GCSEs (or equivalent) in Maths and English.

A formal qualification in facilities management, administrative management, or HASAW.


	Attainment of level 3 qualifications or equivalent (e.g.: A levels, AVCE).

Safer Recruitment/ Tier 3 Safeguarding Training

First Aid Qualification

Minibus Driving Licence

IOSH training (or equivalent)
	Application Form.

	Relevant Experience
	Previous experience of working in an operationally demanding role.

Good planning, organisational and people management skills.

Experience of premises management

	Experience of working in an educational environment. 
Experience of educational communication and data information systems. 
Experience of H&S, and facilities/estate management. 
	Application Form / Interview

	Specialist Knowledge and Skills
	Excellent verbal and written communication skills with the ability to relate well to a wide range of stakeholders.

Experience of contractor management and experience of procurement and tender management.


	An understanding of the education sector and up to date knowledge of relevant legislation.
Knowledge of school finance in an Academy/ Multi-Academy Trust

	Interview

	Additional Factors
	Able to exercise diplomacy to resolve complex situations with the ability to positively influence others.

Professional, tactful & sensitive.

Discreet and confidential.

Self motivated.

Ability to work on own initiative and within a team.

Displays an awareness, understanding and commitment to the protection and safeguarding of children and young people. 

High standards and expectations of students and colleagues.

Committed to equality of opportunity.
	
	Application form / interview


	Special Conditions related to the post

	The Trust is committed to safeguarding, promoting the welfare of children and to ensuring a culture of valuing diversity and ensuring equality of opportunities.

Successful applicants must be suitable to work with children and will need to undertake the following before commencing employment: 

· Enhanced Disclosure & Barring Service (DBS) Certificate with barred list information

· Receipt of two satisfactory employer references one of which must be from your current or most recent employer

· Satisfactory verification of relevant qualifications

· Satisfactory health check 

All new employees will be required to undertake mandatory training required by the College and the Trust.


January 23

Page | 2

