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Job Description
Operations Manager
Reporting to:	Executive Headteacher
Band:		K		
[bookmark: _GoBack]Point:		36-39

1. Job Purpose & Objectives
Responsible for developing and managing a large and diverse business support function within a multi-campus school to deliver comprehensive, efficient and effective corporate or administrative support to individuals and teams to maximise service continuity and quality.

2. Main Duties & Responsibilities
· [bookmark: _Hlk169091909]Lead on medium/long term planning for the school on the key areas of responsibility, translating wider objectives into a clear Service Plan for the teams and the school.
· Recruit and manage teams of staff to enable high standards of performance and customer service and ensure that appropriate workforce planning is in place to enable effective service delivery to high standards.
· Define work standards and monitor service levels for the support functions, to ensure that an effective and efficient service is delivered, and that they are measured and analysed to inform wider operational improvements.
· Build and develop partnerships and relationships with other departments, partners, stakeholders, and contractors in order to understand their requirements and support the delivery of joined up services, in line with the School’s policies and processes.
· Use financial systems in order to manage, control and report on allocated budgets.
· Contribute to the formulation and development of policies, and translate objectives into working practices, implementing procedural best practice in order to ensure compliance with internal policies and regulatory requirements.
· Provide advice and guidance on more complex operational issues or projects within a focused area, so that issues can be resolved and risk managed.
· Keep abreast of changes in legislation, best practice, technological developments, and policy, and manage projects accordingly.
· Build and develop partnerships and relationships with senior colleagues, external organisations, and the community to ensure services are developed in line with changing priorities and needs.
· Manage the individual Support budgets to ensure that expenditure is within budgeted levels and that budgetary targets are met.
3. Safeguarding

[bookmark: _Hlk25068836]All Linwood School staff are expected to adhere to our policies and procedures in respect of safeguarding and child protection, including Keeping Children Safe in Education and Guidance for adults working with children and young people in an education setting.  

To report and log any incidents/accidents or any other concerns to the Designated Safeguarding Lead by way of MyConcern for safeguarding concerns and Arbor in respect of behaviours of students.



	Linwood School Values for all Staff

	Respect
Trust
Responsibility
Harmony
	Excellence
Support
Inclusivity
Positivity
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TRAINING, SUPPORT & ADVICE

Belong. Believe. Achieve.




