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	Job Description 



	Job Title:
	Operations Manager

	Salary:
	Grade:
	J 36-41

	Place of work:
	Polam Hall School 

	Reports to:
	Job Title:
	Principal 

	Manages:
	Job titles:
	Site Manager. Catering Manager. Wraparound Care Manager. PA to Principal. First Aid Lead. IT Service Provider. This list is not exhaustive.




	Role context and purpose:  



To work as a member of the Senior Leadership Team contributing to the strategic leadership of Polam Hall School.
To contribute to delivering the mission of the school through the work of the Operations Team.
To lead, guide and develop operational functions within the school including Catering, Wrap Around, Main Office Functions including Junior and Senior School, Marketing, Health and Safety, IT, First Aid, Cleaning and Lettings.
To provide leadership for the delivery of performance appraisal and CPD for this group of staff ensuring best value in support of the school’s educational goals.
To act as the school’s Freedom of Information Officer following Woodard policy and Data Protection Champion working with the Trust’s DPO.
[bookmark: _GoBack]To provide the strategic lead for SLT and Academy Councillors in respect of the operations, business potential and opportunities for Polam Hall School.
To lead on the strategic School Marketing and Community Engagement Plan. 
To oversee the maintenance and development of the school site, grounds, buildings, utilities and lettings.
To oversee the provision of IT across the school. 
	Health and Safety and Site Management



Lead on the whole school Health and Safety Strategy including responsibility for compliance and developing Health and Safety across the site.
Write and maintain relevant policies including Health and Safety, Lettings, Business Continuity Plan, Lone Working and Risk Register and any other policies appertaining to Health and Safety.
Ensure Health and Safety is effectively managed throughout the school and that the Health and Safety Committee is purposeful and effective.
Ensure effective systems are in place for reporting, measuring and evaluating Health and Safety and operational matters to SLT and Academy Council via the Finance and General Purposes Committee.
Ensure the Risk Register is regularly reviewed and accurately reflects the school’s risks.
Disseminate and implement any advice from the Government or Health and Safety Executive regarding Health and Safety matters. 
Ensure all staff have relevant training.
Investigate Health and Safety incidents as they arise and report to SLT and Health and Safety Committee as appropriate. 
Ensure maintenance schedules are in place and adhered to.
Ensure licenses and training are up to date for minibus drivers and minibus meets health and safety requirements.
Oversee the First Aid provision across the school, liaising with the First Aid Lead.
Ensure all fire procedures and emergency evacuation procedures are performed, recorded and evaluated. 
Ensure Personal Emergency Evacuation Plans are in place and all staff are aware of their roles. 
Ensure emergency plans are in place including the Business Continuity Plan.
Ensure lockdown and emergency evacuation procedures are tested and evaluated.
Ensure risk assessments are accurately undertaken and recorded.
Work with Site Manager and SLT to ensure the delivery of capital works and any DfE funded works including the School Rebuilding Programme.
Negotiate contracts and monitor effective operation of premises and lettings.
Ensure that cleaning is managed effectively and that COSHH regulations are adhered to.
Undertake regular site walks to ensure the Health and Safety of the site. 
Participate in external Health and Safety audits from the Trust or other external bodies.
Manage the site budget, liaising with Site Manager.






	IT and Data Protection



Ensure IT provision meets the needs of the school and provide strategic direction for IT. 
To ensure the outsourced IT contract is proving best value for money and meeting objectives.
Attend regular meetings with the outsourced IT contractor. 
Ensure the Acceptable Use Policy and any IT equipment loan agreements reflect current legislation.
Ensure all licenses are in place and renewed as necessary.
In conjunction with IT contractor ensure all technologies are appropriate and future proof. 
Manage IT budget and photocopier service provision.
To act as the school’s Data Protection Champion with responsibility for Freedom of Information Request, Subject Access Requests and Data Breaches
Ensure all data held is in accordance with protocols.
Train staff about good data management practices and investigate any data breaches. 
Ensure a disaster recovery plan is in place to protect data in event of a critical incident.
Ensure all requests for data sharing are appropriate.
Ensure data retention schedule is adhered to.

	Marketing



To manage the Marketing budget and Marketing strategy.
Ensure the website accurately reflects the activities of the school. 
Build relationships with the press to effectively market the school and prevent reputation damage. 
Use social media to effectively market the school and continue to improve pupil numbers. 
Lead on communications strategy, systems and processes to set the tone and vision of all school communications linking to parental, community and external stakeholder engagement (including website content).

	[bookmark: _Hlk198137980][bookmark: _Hlk198137824][bookmark: _Hlk198137869]Management and Administration




[bookmark: _Hlk198137731]To provide line management/direction for the PA to the Principal/Office Manager to ensure the Admin Team works flexibly and effectively.
Ensure the Junior and Senior School admin needs are met.
To manage the lettings process liaising with Finance Partner and Site Manager. 
To ensure main office functions including Website, Admissions, Calendar, Events, Complaints and Policy Review run effectively.
	[bookmark: _Hlk198196993]Wrap Around Care




To provide line management/direction to the Wrap Around Manager, ensuring the service meets the needs of the children and is safe, effective, efficient and profitable. 
Ensure staff have the necessary training to carry out their roles.
Market the Wraparound provision, seeking opportunities for development.
Liaison with external agencies including Darlington Borough Council and the DfE.
	Catering




To provide line management/direction for the Catering Manager and ensure that the catering function is safe, effective, efficient and cost effective. 
Ensure the Catering Team meets all standards of hygiene and training required.
Market the provision including theme days and developing parental engagement. 
	General




Liaison with parents including any parental complaints or concerns regarding operational matters.
Undertake specific project work in connection with School Site, Facilities, Wrap Around, Catering, Health and Safety, First Aid and Admin Team or any senior leadership matters.
Act as investigator at the request of the Principal in matters arising.
Manage large contracts and budgets including IT, Site, Marketing  and Cleaning.  
Manage large school events including School Photographs, Summer and Christmas Fairs.
Liaise with the Polam Hall Parents Association chair to ensure events and initiatives are well led across the school.
Lead in strategic planning and development of the business potential of Polam Hall, bringing proposals to SLT and establishing appropriate networks of business contacts. 
Contribute to the construction and delivery of the School Improvement Plan by providing sound advice to the Principal on operational matters. 
Monitor and evaluate operational provision across school.
To lead on sustainability across school working alongside staff and students to develop opportunities for sustainability across school.



	[bookmark: _Hlk198197614]Other




To participate in the school’s annual appraisal process.
To have regard to guidance on keeping children safe in education.
To observe health and safety requirements and to contribute to ensuring a safe working environment.
To take responsibility for one’s own continuing professional development.
To maintain high standards of professionalism in every facet of the role, including conduct, dress code, and communications.
These responsibilities are not exhaustive and the post holder is expected to carry out any related duties commensurate with their skills, abilities and grade. 

	
All staff have an entitlement 
To high-quality induction and continuing support and development. All staff will have opportunities to discuss their professional needs, both through performance management and through other professional dialogues.

Safeguarding Statement
The Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. Successful applicants will need to undertake an Enhanced DBS check and/or a Barred List check.  Management posts will be subject to a Section 128 clearance.

Equal Opportunities
The Trust is committed to equality of opportunity. We positively welcome applications from all sections of the community.




	







	Person Specification Operations Manager 




	Criteria  
	Essential
	Desirable

	Education and 
Qualifications




	General education to a good level.

Evidence of training relevant to the role.

Willingness to engage in continued professional development

	Level 4 (minimum) qualification in relevant discipline.

Management qualifications

Health and Safety qualifications



	Knowledge and Skills

















	Managing Health and Safety and legislation

Team Leading

Budget control

Project management

Third party contractor management

Marketing and Lettings

Good level of ICT

Excellent communication both written and spoken

Strategic planning

Facilities / Business Management in both hard and soft services

Good presentation skills

Thorough understanding of data protection and GDPR



	Generalist and or specialist knowledge of working in an educational setting 

An understanding of the principles of Keeping Children Safe in Education

Working knowledge of procurement and tendering processes

Working knowledge of significant capital projects


	Qualities
	Ability to critically analyse and make informed decisions

Takes responsibility and remains accountable for decisions made
Excellent problem solving skills and attention to detail

A “can do” attitude

Commitment to high personal and professional standards

Ability to self-evaluate

Physical and emotional resilience with the ability to perform well under pressure to achieve deadlines

Willing to flex working time especially in times of pressure

Willingness to cover for other staff if and when required

Understanding of the importance of confidentiality

Commitment to improvement and quality provision

Open and active listener


	Evidence of valid contributions at Senior Management level

Effective negotiation skills



An analytical, flexible and innovative thinker

Ability to evaluate and think critically to influence positive change


	Experience
	Operational  management of building/estate services including contractors and third parties 

Managing teams and team leaders



	Worked in an educational context or with young people

Working operational knowledge of TUPE

Data Champion

Senior strategic management experience

Working knowledge of safeguarding children

Working in a multi-academy trust setting
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