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Striving for Excellence – Shaping the Future

									
JOB TITLE:				Operations Manager   

LOCATION: 		Strive4 Academy Trust – Head Office, 
Snakes Lane East, Woodford Green IG8 7JQ

REPORTS TO:	 		CEO

CONTRACT:				Permanent/Full time

COMMENCEMENT DATE:	ASAP

SALARY:				30k – 35k dependent on experience


JOB DESCRIPTION

Reporting
The Operations Manager reports to the Chief Executive Officer. The Board of Trustees and Local Governing Bodies, and their Chairs in particular, will also work closely with the Operations Manager in relation to their responsibilities to act as a ‘critical friend’ to the Trust and its Academies.  

The Operations Manager will also work very closely with the Finance Manager at the Trust and the Heads of School at each Academy and these relationships will be key to driving the schools forward and further developing local partnerships. 

The Operations Manager will keep the CEO/Executive Headteacher fully informed on the progress of activities at each school and will submit reports for consideration as appropriate. The postholder will participate in an annual peer-review as part of the agreed appraisal process.


The Responsibilities
The overall purpose of this post is to provide professional management and leadership of commercial operations, HR, premises, IT and procurement services for Strive4 Academy Trust, a highly successful multi-academy trust in the London Borough of Redbridge. Its model of education enables pupils to reach their full potential, transforming their lives and ultimately the communities in which they live.

The successful candidate will be a member of the Trust’s Senior Management team and will support senior leaders, including the CEO and Executive Head, the Heads of School, Board of Trustees and Local Governing Bodies to ensure excellent support so that high quality teaching and learning can take place. This will include assisting with the design of the Trust wide business plan and strategy for future development.

The postholder will contribute at strategic level with regards to resources, HR, facilities and estate management, Health and Safety, income generation, management of service level agreements, marketing and general school administration.

This role will suit someone with previous experience of working in an operationally demanding role and knowledge of an educational setting would be an advantage. Good planning and people management skills are essential and the post will particularly appeal to people who enjoy the buzz of unpredictable daily challenges in a busy school community.

Management of Facilities & Premises 
To work in conjunction with the Schools’ Site Teams to oversee all aspects of the school’s building, facilities and security ensuring that the schools are maintained to the highest standard through the effective use of the Site Team.
· Ensure the provision of an appropriate learning environment that is safe and secure for all stakeholders.
· Support and guide the Site Supervisors in each school, ensuring they and their teams understand the importance of their roles.
· Manage facilities and premises issues, maintenance, repairs and replacements.
· Preparation of rolling maintenance and repair schedules (including equipment testing), and the efficient operation of all plant and facilities on the premises.  
· Manage all aspects of the Trust and schools’ risk management, including ensuring all necessary risk assessments are completed and the appropriate checks are in place to meet all audit requirements. 
· Perform and review facilities and premises risk assessments as necessary. 
· Evaluate, negotiate and select (in conjunction with the Executive Headteacher) facilities and premises resources and services as required, ensuring the procurement meets the needs of the schools and is best value for money. 
· Ensure the continued monitoring of catering and cleaning services are upheld, ensuring a healthy and safe environment for all stakeholders of the school.
· Develop and manage community use of the premises thereby maximising income generation within the ethos of the schools.
· Monitor and manage the effective operation of all external facilities and premises contracts. 
· Manage the letting of school premises to external organisations, for the development of extended services and to meet local community requirements. 
· Work with stakeholders to manage capital and minor works projects, ensuring any planning and construction is undertaken following due process and in line with contractual obligations.
· Attend meetings of the Trust’s Resources and Audit Committee to keep them informed and knowledgeable about facilities and premises matters. 
· Champion the Trust’s commitment to sustainability both environmentally and within financial constraints. 

Management of Health & Safety 
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’s CEO. 
· Work closely with the schools’ Health and Safety Co-ordinators and Fire Officers. 
· Adhere to health and safety guidelines for schools, liaising with the local authority to obtain guidance where required. 
· Ensure the schools’ health and safety policy reflects current legislation and is communicated and available to all stakeholders. 
· Ensure the schools’ health and safety policy is implemented at all times, and that its implementation is reviewed and assessed at regular intervals, or as situations change. 
· Monitor fire practices and alarm tests at each school, ensuring they are correctly planned, performed and recorded. 
· Ensure systems are in place to enable the identification and assessment of hazards. 
· Ensure a contingency plan is in place for emergency situations. 
· Undertake health and safety audits to assess and measure levels of compliance with health and safety legislation and best practice. Use the published action plan to prioritise health and safety improvements. 
· Ensure systems are in place for the effective monitoring, measuring and reporting of health and safety issues to the Senior Leadership Teams, Trustees, Governors and where appropriate, the Health & Safety Executive. 

Management of ICT 
To work in conjunction with the Schools’ IT Teams to oversee all aspects of the school’s IT services ensuring that the schools are able to adapt to the changing needs of the classrooms.
· Ensure the Trust’s and schools’ Data Protection Policy (GDPR) reflects current legislation and is communicated and available to all stakeholders. 
· Support the school IT technicians to ensure they act as first line support for problems with all ICT devices (eg SMART boards, PCs, laptops, printers, photocopiers and phones). 
· Monitor and manage ICT support and maintenance contracts. 
· Ensure the schools’ Acceptable Use Policy and Laptop Loan Agreement reflect current legislation and are communicated and available to all stakeholders. 
· Ensure a disaster recovery plan is in place to recover and protect the ICT infrastructure in the event of a technology failure or disaster. 
· Monitor the inventory of equipment so that all resources are accountable and their whereabouts are tracked
· Maintain a central record of all required software licenses. Ensure that these licenses are in place and up to date. 
· In conjunction with the CEO, consult with relevant colleagues and third parties to deliver ICT projects that introduce new technology, or improve existing technology. 

School and Trust Administration 
To work closely with the Heads of School to ensure the school offices run efficiently and effectively with all compliance tasks completed correctly in a timely manner. 
· Support and guide the schools’ Administration teams in their roles. 
· Design, review and manage efficient administrative systems and processes that meet the needs of the schools. 
· Manage the review and approval of policies and procedures. 
· Manage and develop the schools’ web and social media presence, ensuring it meets current legislative requirements. 
· Co-ordinate, standardise and oversee of all published material on the website and other media.
· In conjunction with the Board of Trustees, determine the Trust and schools’ marketing and communication strategies then implement and manage them. 
· Support the schools’ wrap around care, working closely with the After School and Breakfast Club Leaders to manage staffing levels, ratios and waiting lists. 


General
To have due regard for Strive4 and school policies on equal opportunities, health and safety and any other relevant area. 
· Attend regular meetings with the CEO, Heads of School, SLT/ELT, Governors, Trustees and other Strive4 representatives.
· Actively seek out opportunities for continuing professional development and training.
· [bookmark: _GoBack]Undertake such other responsibilities and duties as may be required from time to time within the overall scope of the post.
· Adhere at all times to Safeguarding and Child Protection regulations.
· Be aware and adhere at all times to the Trust code of conduct and confidentiality.
· Have regard for the work-life balance of all Trust and school staff.


Note:  The postholder will be expected to comply with any reasonable request from the CEO/Academies Director to undertake work of a similar level that is not specified in this job description.


































PERSON SPECIFICATION

We seek to recruit talented individuals who can not only help to build the success of our schools but also people who are engaging and passionate about everything they do.    
  
When we recruit, we look for specific experiences and qualities. However, we also value diversity because we recognise the importance of people bringing their own backgrounds, experiences, perspectives and ideas to the schools and the Trust.  Our ideal candidate for this role will already be an outstanding senior leader with proven success in the management of financial and commercial operations.  
  
Competencies

For the role of Operations Manager, our successful candidate will demonstrate the following competencies: 
· Passion for continuous personal improvement by self and others. 
· Professional integrity and respect for the opinions and circumstances of others. 
· Personal impact and presence with all stakeholders. 
· Leadership ability to inspire and motivate staff and Trustees / Governors.
· Excellent interpersonal and communication skills.     	        	  
· Passion for raising achievement and solid understanding of what constitutes an outstanding school and a successful Academy Trust.
· Significant leadership and management experience in a similar role, within the education sector or a related sector.
· Creative and innovative skills and solution-focused. 
· Strong relationships with partners and other stakeholders. 
· Willingness to share knowledge and work collaboratively with colleagues and other schools/ Trusts. 
· Unending enthusiasm and energy. 
· Ability to think reflectively and adapt well to change. 
· Resilience and the ability to remain calm and consistent under pressure.
· Reliability and ability to meet deadlines. 
· Sense of humour.
· Effective organisational skills.
· Excellent ICT skills.  

Experience

Essential
· Minimum of five years’ experience of operations management at a strategic level.
· Recent experience of managing Health and Safety and Risk Management.
· Evidence of innovation, with an ability to identify commercial opportunities to maximise income and minimise costs whilst improving the operations of an enterprise.

Desirable
· Extensive recent experience of working within the education sector.
· Recent experience managing projects.
· Broad based experience of operational management encompassing IT, HR, change management, business management and premises management.
· Experience of establishing and driving forwards effective administrative systems and procedures which deliver on organisational priorities.  


Skills

Essential
· Excellent communication, presentation and negotiation skills (written and verbal), tact and diplomacy.
· Ability to identify and communicate operational constraints and priorities.
· Excellent leadership and motivational skills with a commitment to ensure results are achieved and deadlines met.
· Ability to present complex regulations and policy frameworks and management information to non-specialists in a compelling, accessible and transparent manner.
· Excellent planning and organisational skills with the ability to work under pressure, manage conflicting priorities and meet challenging deadlines.
· Ability to analyse complex data/technical information and produce accurate, appropriate and timely reports.
· Political awareness and an understanding of the context within which the Trust and academies operate.

Knowledge

Essential
· Up-to-date knowledge of best practice commercial and operations management.
· Up-to-date knowledge of best practice in HR, IT and premises management.
· A high level of competence in Microsoft Office products.
· Sound knowledge of policy and practice regarding premises management, health & safety and human resources. 

Desirable
· Competence in school MIS systems.
· Knowledge of the funding, regulatory and legislative environment of academies.


Other Requirements
· Driving licence and use of own car.
· Ability to work as a supportive member of a team, acting flexibly to support colleagues at pressure points.
· Ability to work independently to tackle problems creatively and to think laterally.
· Self-motivated and a good time manager.



This post is subject to an enhanced DBS disclosure and the post holder must be committed to safeguarding the welfare of children.






Sagacity        Timeliness        Rigour        Integrity        Vision                    Excellence
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