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Job Details 
	Operations Manager

	The listed duties are intended as an outline for the role. The position carries comprehensive responsibility for statutory compliance, strategic planning, and day-to-day school operations across many functions.
IT/Network

The School Operations Manager provides critical strategic oversight and leadership for the school’s IT and network function. While the day-to-day technical operations are handled by the IT/Network Manager, the Operations Manager acts as a vital bridge between technical infrastructure and educational outcomes. This collaboration ensures that all network systems, hardware, and digital learning platforms are secure, robust, and fully aligned with the school's overarching strategic and pedagogical goals.
In this oversight capacity, the Operations Manager is responsible for budget management, procurement strategies, and contract negotiations with external technology vendors. Working alongside the IT/Network Manager, they drive long-term digital strategy, manage cyber security risks, and ensure strict data protection compliance, such as UK GDPR. They also monitor service level agreements (SLAs) to guarantee that technical support is prompt and effective, minimising downtime in the classroom. By evaluating system reliability and planning future-proof infrastructure upgrades, the Operations Manager ensures the school possesses a resilient digital environment. Ultimately, this partnership empowers teachers and administrative staff with the modern, reliable tools necessary to deliver high-quality teaching, learning, and operational efficiency across the entire estate
Premises and Estates
The School Operations Manager provides vital strategic oversight and leadership for the school’s premises and estates function. Working in close partnership with the school’s Premises Manager, they ensure the physical environment remains safe, compliant, and optimised to support teaching and learning. While the Premises Manager handles daily maintenance, site security, and cleaning operations, the Operations Manager translates these operational needs into long-term strategic plans and financial budgets.
A primary focus of this oversight is statutory compliance and risk management. The Operations Manager collaborates with the Premises Manager and site team to ensure strict adherence to health and safety regulations, managing fire safety, asbestos logs, water hygiene, and asset management systems. Together, they prioritise and execute planned preventative maintenance (PPM) schedules, capital building projects, and sustainability initiatives to improve energy efficiency across the estate.
Additionally, the Operations Manager brings commercial expertise to the function, leading on procurement, managing major contractor tenders, and overseeing service level agreements for utilities and facilities management. By blending the Premises Manager’s technical on-site expertise with robust strategic and financial management, this partnership secures a future-proofed, welcoming, and regulatory-compliant campus that enhances the educational experience for the entire school community.
Catering

This role provides strategic leadership over the school’s catering department, ensuring all systems operate efficiently to support daily operations. 

Key responsibilities include line managing the Catering Manager, reviewing all systems for continuous improvement, and implementing new menus and pricing as determined by effective cost/sales information from EPOS systems. Additionally, you will collaborate with the Catering Manager to ensure that staffing and provision across the school are optimised and fit for purpose at all times. 

Shared Responsibility/Joint Working with the School Finance & Business Manager

This shared responsibility function drives operational sustainability and strategic compliance across the school through close collaboration with the School Finance & Business Manager. A core mandate is the joint development of long-term strategic plans and projects that directly support the school’s overarching operational objectives.
The position demands rigorous policy management, encompassing the design, oversight, and evaluation of both statutory and non-statutory policies. Crucially, you must harness all functional areas under their direct control to enforce absolute compliance with strict health and safety protocols across the entire site.
Beyond infrastructure, the role heavily prioritises human capital and institutional growth. The Operations Manager actively champions the professional competence and career growth of the school’s support staff. 
This is achieved by scheduling and leading regular support staff meetings to maintain clear alignment and open lines of communication. Acting as a critical link between daily operations and senior leadership, you will attend Senior Leadership Team (SLT) and wider leadership meetings as directed by the Headteacher to report on progress, manage operational risks, and integrate strategic priorities.




	Support for the school
· To comply with any reasonable request from the Headteacher and/or any Senior Leader delegate of the Headteacher to undertake work of a similar level that is not specified within this job description
· Be aware of and comply with school policies and procedures relating to child protection, health, safety and security, confidentiality, and data protection, reporting all concerns to an appropriate person
· Be aware of and support differences to help ensure everyone has equal access to the services of the school and feels valued, respecting their social, cultural, linguistic, religious, and ethnic background
· Contribute to the school ethos, aims, and improvement plan
· Work as part of a team, appreciating and supporting the role of other people in the team
· Attend and participate in after-school meetings and events as requested by the Headteacher and/or any Senior Leader delegate of the Headteacher
· Participate in training activities as required

	Personal Attributes

Communication & Influence 
· Selects the appropriate content and delivery style to communicate ideas, plans, and decisions
· Ensures communication delivers the right sense of urgency and importance
· Speaks and writes in a way that results in effective action
· Ask questions to check understanding of the message and understand the importance and benefit of two-way communication
Team working 
· Builds trust and respect with individuals throughout the school, developing collaborative and consultative working relationships across schools/academies
· Communicates openly and interactively, listening carefully to others and valuing their opinion
· Openly shares information and expertise with others to enable them to achieve their goals  
Organisational Awareness 
· Keeps up to date with educational developments, analysing and interpreting how this impacts on their own area of responsibility
· Uses this external awareness to see new and different possibilities, thinking laterally to develop creative and innovative ideas and practical solutions to meet the needs of the school
· Regularly networks inside and outside the school to exchange ideas and information
Adaptability 
· Contributes personally to the change process
· Helps others to understand the need and reasons for the change
· Effectively implements new ideas and methods to adapt working practices
· Helps plan, develop, set up, and monitor systems and processes to effect change
· Challenges existing practices and conventional thinking
  Use of technology 
· Is able to use and understand the purpose of information communication technology (ICT) and is able to develop the use of technology within own workplace by utilising a variety of standard software available
· Is able to manipulate data and extract information, which is then presented in an appropriate format
· Has the ability to share skills and knowledge within the workplace and provides advice and guidance to others
Professional Values and Practice  
· Demonstrates high expectations for all staff and students
· Ability to build and maintain successful relationships with people, and treat them consistently, with respect and consideration 
· Ability to work collaboratively with colleagues and carry out the role effectively, knowing when to seek help and advice  
· Ability to improve your own practice through observations, evaluation, and discussion with colleagues
· Reflective and constantly seeking improvement




	Disclosure

	The Governing Body is committed to safeguarding and promoting the welfare of students and the highest priority is given to this following the guidance and regulations for safeguarding
The post holder is subject to Enhanced Disclosure from the Disclosure Barring Service (DBS) and any other statutorily required clearance










	Other

	· This appointment is with the Governors of the school under the terms of a contract signed with the Governors as employers
· It is subject to the current conditions of service applicable for this post and other current education and employment legislation
· All employees of Calday Grange Grammar School have a responsibility to comply with policies and  procedures relating to the safeguarding of students, child protection, health, safety, confidentiality, internet-acceptable use (including social networking), and data protection
· All employees are expected to be flexible in undertaking their duties and meeting their responsibilities
· Staff are expected to comply with any reasonable request to undertake work of a similar level that is  not specified in this job description
· The academy will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access for disabled members of staff or continued employment for any member of staff who develops a disabling condition
· This job description is current at the date shown, but, in consultation with you, may be changed to  reflect or anticipate changes in the job commensurate with the grade.
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