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Job Title: Operations Administrator
Reporting to: Director of Operations
Location: BOA Trust (Birmingham)
Salary: SCP 10 (£26,835) – SCP 15 (29,093) FTE
Contract Type: Part-Time, Permanent 
Hours of Work: 24 hours per week (days and hours to be negotiated)
Start Date: As soon as possible

About the Role
We are seeking to appoint a highly efficient, organised, proactive, and detail-oriented Operations Administrator to support the effective day-to-day management of our trust’s operational and compliance functions. This is a pivotal role working closely with the Director of Operations, Academy Facilities Teams and the Health and Safety Lead, supporting the coordination of maintenance works, coordination of external contractors, and ensuring robust compliance documentation and record-keeping across the trust.
This position offers an exciting opportunity to contribute to the smooth running of our educational environment, ensuring it remains safe, compliant, and well-maintained for staff and students alike.
The successful candidate will play a pivotal role in helping us set up our internal software solution to manage operations and aid in training other key staff on the use of this software.

Key Responsibilities
Maintenance Coordination
· Schedule and coordinate both planned and reactive maintenance visits across the school site.
· Maintain accurate logs of all maintenance requests and completed works.
· Liaise with facilities teams to ensure works are carried out efficiently and with minimal disruption to school operations.
Contractor & Supplier Management
· Arrange and manage bookings for external contractors and service providers, ensuring correct procedures are followed.
· Maintain up-to-date records for all contractors, including risk assessments, insurance, and DBS clearance documentation.
· Support the procurement process by obtaining quotes and maintaining supplier records.

Compliance & Health and Safety Administration
· Maintain accurate records of statutory compliance checks and servicing (e.g., fire safety systems, water testing, PAT testing).
· Assist the Health and Safety Lead in preparing and reviewing documentation required for inspections or audits.
· Support the scheduling of risk assessments and follow-up actions.
Administrative Support
· Provide general administrative support to the Director of Operations and other members of the operations and facilities team.
· Prepare and distribute reports, schedules, and correspondence relating to facilities, compliance, and health and safety matters.
· Maintain document control and ensure all systems are kept up to date.

Safeguarding Responsibilities
· Ensure that all contractor and visitor access is managed in accordance with the school’s safeguarding and site protocols.
· Maintain and verify records of DBS clearance and safeguarding declarations for all visiting contractors.
· Uphold the school’s commitment to safeguarding and promoting the welfare of children and young people at all times.

Additional Information
· The successful applicant will be subject to an enhanced DBS check and other pre-employment safeguarding checks in line with safer recruitment practices.
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