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Bringing Learning to Life 

	Designation
of Post
	Operations Manager
	Grade


	Band 

PO6

	Responsible to
	Headteacher

	Immediate Subordinates
	Office Lead, Administrative Assistants, Caretakers, Cook in Charge, Cleaners, Midday Supervisors 

	Job Purpose 
To provide strategic financial leadership to ensure the best outcomes for pupils and to build a sound and sustainable structure for the future.  

Be responsible for / manage the operation and delivery of support and administrative services within the school, including financial support.  Be responsible for / manage the planning, development and monitoring of support services.  Management of non-teaching support staff, including commissioning, co-ordination and delegation of relevant activities.   Member of the school’s senior leadership team.

Key Tasks
Leadership

1. To ensure, as a member of the Leadership Team, that the school makes best possible use of resources through effective strategic financial planning.

2. To ensure that the Governors and Leadership Team are provided with relevant, appropriate and timely advice and recommendations to enable them to make informed decisions on strategic developments, including all aspects of school leadership and governance.

3. To compile and maintain a 3-year strategic financial plan to forecast income, expenditure and resources

4. To liaise with the Headteacher and Deputy Headteacher to ensure that staffing structures and curriculum budgets offer best value for money and effectiveness.

5. To identify and develop further sources of revenue, including lettings income and preparation of bids for funding streams

6. To assist the Headteacher in creating and maintaining the ethos, culture and vision of the school.

Organisation 

1. Manage the schools support function through planning, developing, designing, organising and monitoring support systems, procedures and policies which may include finance, HR and facilities management.
2. Line management of school office, catering and premises staff including recruitment, induction, performance management, training and mentoring systems for non-teaching support staff.
3. Contribute to the development of training programmes/learning opportunities and mentoring for non-teaching support staff.  

4. Business and financial management of school resources including budget / financial planning and advice to the senior leadership team, governing body and external agencies
5. Assist with all processes and procedures with regard to the administration of the Governing Body including inductions for new governors, annual declarations and the preparation of reports for the Resources Committee as required.

6. Oversee and take responsibility for all administrative tasks undertaken by the school office with regard to pupil records, processes and procedures.

7. Produce and respond to complex correspondence

8. Provide organisational and complex advisory support to other staff and Governors
9. Interpret matters of policy / procedure / statute to ensure the schools compliance and initiate appropriate action arising.

10. Responsible for the development of the marketing strategy for the school.
Finance
11. Ensure that all funds are managed and deployed efficiently and effectively and that all financial transactions are conducted with probity

12. Negotiate, manage and monitor licenses, insurances and contracts on behalf of the school

13. Arrange provision, analysis and evaluation of data and detailed reports and information to the senior leadership team, the Governing Body and outside agencies as required
14. Be responsible for planning, monitoring and evaluation of budget ensuring that expenditure is effectively managed and controlled. 
15. Manage the procurement process, including securing and managing appropriate service contracts, licences and insurance whilst ensuring best value. Undertake research and obtain information to make informed decisions.
16. To produce and maintain the School Financial Procedures Handbook

17. To manage and administer the school’s delegated budget and all other sources of income using financial administration systems and in compliance with financial regulations.

18. To manage the school fund account and arrange an audit to be carried out each year.

19. To write and present reports and analyses to the Headteacher and Governors to support planning and decision making processes as required

20. To maintain an efficient central inventory of business for audit and insurance purposes.  To ensure that all valuable equipment is security marked. 

21. To liaise with the LA, internal audit and external agencies on matters relating to school finance.
Human Resources
22. Manage the administration of all HR processes, including recruitment, changes in contracts, timesheets and terminations, update information systems and liaise with payroll as appropriate

23. Manage the processes relating to staff absence including reporting, recording and organisation and management of supply cover and insurance claims
24. Be responsible for the Single Central Record and ensuring that all DBS clearances are up to date and in place
25. Be responsible for the implementation of recruitment / induction / performance management / training / mentoring systems for non-teaching support staff.
26. Be responsible for the maintenance of all staff personnel files and ensuring that all required data forms and regular consents are collected and filed

27. Be responsible for the completion of the annual workforce census

28. Oversee all statutory staff training requirements and ensure that the school is compliant in all areas.  Monitor and provide reports on other staff CPD. 

29. Commission appropriate payroll and management information systems, and be responsible for their effective operation.

PREMISES AND HEALTH AND SAFETY

30. Manage facilities, including management of premises staff ensuring that all safety checks and routine monitoring takes place, standards of cleaning are maintained and routine maintenance completed.

31. Manage contractors and ensure that works are carried out according to specifications and to required standards

32. Manage lettings 
33. Be responsible for Health and Safety as delegated by the head-teacher within the school and how it impacts on pupils, staff and visitors to the school and ensure that all annual safety checks and inspections are undertaken.
34. Oversee the completion and processing of all staff accident forms and take responsibility for the maintenance of all statutory staff training records.
35. In conjunction with the premises and other office staff, be responsible for security of the school site including the distribution of staff ID badges and entry fobs
36. Responsible for and management of security of and access to the CCTV system within school
37. Take lead role in the development of a Disaster and Recovery Plan and ensure that effective procedures and any necessary equipment is readily available and in working order in the event of an evacuation.
38. Take lead role in ensuring the school is compliant with the GDPR.
OTHER

39. Comply and assist with the development of policies and procedures relating to child protection, health, safety and security, confidentiality and data protection reporting all concerns to an appropriate person.
40. Be aware of and support equal opportunities for all.

41. Share expertise and skills with others.

42. Recognise own strengths and areas of expertise and use these to advise and support others.

43. Develop constructive relationships and communicate with other agencies/professionals

44. Participate in training and other learning activities and other performance development as required

45. Provide cover for key tasks in the absence of other administration staff
46. To be a proactive member of the school team, contributing to the overall ethos / work / aims of the school.
47. To perform other duties considered reasonable, that are commensurate with the grading and designation of the post.
NOTE:

This job description will be reviewed regularly and may be subject to amendment or modification at any time after consultation with the post holder.  It is not a definitive statement of procedures and tasks, but sets out the main expectations of the Service in relation to the post holder’s responsibilities and duties.

Elements of this job description and changes to it may be amended in light of organisational and service requirements.
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