





Job Description
 
Job Title: Operations Manager   
Responsible to: Head Teacher with additional reporting lines for advice and guidance 
Responsible for: Administration Team  
Salary Scale: G (point 21-25)
Core Purpose of the Role: 
· To work closely with the Chief Operations Officer, People and Culture Leader, Estates Manager and Finance Lead to ensure the RCT meets its strategic objectives. 
· To manage the administration team within school 
· To manage and coordinate systems and policies, ensuring high quality delivery for children through our HR, Finance, Estates and IT departments.  
· Act as the primary point of contact for general HR, Estates, Finance, IT and Health and Safety queries in school. 
· To ensure compliance with KCSIE, all relevant employment law, Trust policies, and GDPR regulations within the scope of the role. 
 
Specific Responsibilities: 
Recruitment and HR Operations  
· Support and coordinate the operational delivery of People and Culture Strategy, including the financial impact.  
· Manage the recruitment process end to end, following Safer recruitment compliance.  
· Manage the full employee lifecycle administration, including preparing contracts, onboarding checks, induction and coordinating probationary review cycles within the HRIS (SAM People). 
· Manage the Single Central Record for the school 
· Manage the use of the HRIS and support development where needed. 
· Support the effective operation of the performance management process for the school.  
· Manage and implement accurate reliable systems for recording, notifying and recording staff absence. Including return to work meetings, short term absence meeting, monitoring of trigger points 
· Manage and produce information for HR reporting and analytics including CPD (and associated follow up, ensuring completion), tracking key metrics, such as, absence, turnover, and compliance for relevant Stakeholders 
· Conduct and administer HR processes where directed. 
· Provide administrative support where directed 






. 
Finance Operations including Payroll & Benefits Support 
· Track and monitor local budgets relating to curriculum areas and Estates, reporting to budget holders on a regular basis. 
· Produce financial reports for senior leaders to support Trust wide budget monitoring and compliance with legislation and Trust policies. 
· Manage the local procurement process ensuring the application of Best Value and adherence to the financial procedure rules 
· Manage the submission of invoices following local protocols. 
· Manage QA of payroll reports with establishment and HRIS. 
· Support processes around J16 placements, income and expenditure where appropriate 
· Support the Head Teacher and People and Culture Leader with payroll and contract changes, ensuring accuracy and timely submission.  
· Administer and maintain records for employee benefits (e.g. pensions, Employee Assistant Programmes). 
 
Estates, and Operations Support  
· Work with the sites manager to procure and purchase low value items and projects 
· Manage the processes around accident and incident investigating, reporting and record-keeping (currently AAV, F2508 occurrences etc). 
· Provide liaison support with large projects  
· Support processes around repairs and manage low level projects 
· Collate reports and information for relevant stakeholders. 
· Support the maintenance of KPI dashboards, trend insights, and actionable reports. 
· Manage the school risk assessments and their review 
· Ensure high levels of food provision and cleaning across the school site, working with catering teams to ensure appropriate food hygiene levels and high quality food for children. 
· QA and coordinate fleet management processes and practices. 
· Support where required alternative opportunities for children, including the sourcing of buildings for 1:1 provision and/or additional AP at the headteachers request. 
IT Support 
· Support the Chief Operations officer by co-ordinating school level IT tickets and their resolution 
· Support the processes around Pupil Census  
· Coordinate low level IT projects relating to installation and training 
· Ensure CCTV is operational and effective.  
· Monitor school wide IT effectiveness and asset management  
 
Culture and Ethos 
· Promote a culture of high expectations, ensuring all administrative functions support pupils, staff, and leadership teams. 




· Work with Trust and school leaders to embed a culture of efficiency, professionalism, and continuous improvement. 
· Encourage an environment where staff feel valued, supported and empowered to perform at their best. 
 
To undertake additional duties as commensurate with the post and deputise for the People and Culture Leader and Estates Manager where directed.  
 
 
 
 





































 
Person Specification 
Qualifications 
Essential: 
· Experience in financial management in an educational setting and the use of purchasing and financial systems 
· Experience in an HR environment and the use of support systems 
· Experience in Estates management including H and S 
Desirable: 
· professional qualification in School Business Administration or a related field (CSBM or DSBM) 
· Qualification in HR, administration, or leadership (e.g. CIPD Level 3 or 5, ILM Leadership and Management). 
· Estates focussed Health and Safety qualifications. 

Experience 
Essential: 
· Proven experience in high-level administrative support within a complex or multi-site organisation. 
· Experience in HR administration, recruitment support, and compliance monitoring. 
· Experience in managing financial operations and the production of reports quoting key metrics to a variety of stakeholders 
· Experience in the administration of operational processes and policy coordination in a professional setting. 
· Experience leading or managing support teams, ensuring effective deployment of resources. 
· Knowledge and experience of the day to day operations in a school setting with regards to the environment and buildings 
Desirable: 
· Experience working in an educational or MAT setting. 
· Experience using HR, payroll, and recruitment software.  
· Experience in supporting an Estates Team 

Skills & Knowledge 
Essential: 
· Strong organisation and time management skills, with the ability to prioritise multiple tasks effectively. 
· Excellent communication skills, both written and verbal, with experience in professional correspondence and minute-taking. 
· Strong IT proficiency, including experience with Microsoft Office, HR software, and document management systems. 
· Understanding of GDPR and DUAA, confidentiality, and data protection regulations. 
· Knowledge of safer recruitment practices and Single Central Record (SCR) management. 
· High attention to detail, ensuring accuracy in administrative processes and compliance tasks. 




· Commitment to ensuring a safe and secure environment for all
· Knowledge of school and MAT policies, safeguarding processes, and HR regulations in an education setting. 
 
 
Personal Attributes 
Essential: 
· Professional and discreet, able to handle sensitive information with confidentiality and integrity. 
· Proactive and solution focused, with the ability to work independently and as part of a team. 
· Resilient and adaptable, able to work in a fast paced and evolving environment. 
· Strong leadership qualities, with the ability to manage and support administrative staff. 
· Committed to professional development, with a passion for maximising efficiency and effectiveness of systems and processes. 
· Committed to upholding Trust vision and values 
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