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JOB DESCRIPTION
GENERAL OPERATIONS MANAGER


	Purpose:

	Reporting to a member of the Senior Leadership Management Team, the General Operations Manager is responsible for effectively managing and developing support staff teams throughout the school, ensuring the smooth running of the organisation and creating a positive view of the organisation in the wider community together with internal and external stakeholders.

To efficiently and effectively liaise with the HR Manager and provide advice and guidance to support the SLMT and take appropriate action to ensure the school is able to make the best use of available resources. This role commands the strictest level of confidentiality and discretion.

To contribute to the success of The Radclyffe School community through the ongoing development of the school’s environment and ethos.

The post holder is expected to lead by example, develop teamwork, actively promote the school’s corporate policies in pursuit of the school’s goal of corporate excellence.

	Reporting to:
	HR Manager

	Responsible for:
	Learning Managers and Midday Supervisors 

	Liaising with:
	Head/Deputies. Business Manager, Governors, Heads of faculty/Department, other school staff, Parents, Students, LA and external service providers and agencies.


	DBS Check
	Enhanced Level

	Working Time
	Term Time only plus 10 days (36 hrs 40 mins per week,).
7.30am until 3.20pm 

	Salary
	TRS Support Staff NJC Pay Scale. Grade 6 Point 23-27 (£26,331 - £30,468, pro rata applied)



SPECIFIC DUTIES
· Source, establish and maintain effective links with the appropriate supply agencies and local authority for educational visits
· Oversee arrangements for Results Day and Presentation Evening
· Receive notification from absent members of staff
· To receive calls from 7.30am each day from staff advising of their absence and return to work
· Maintain and develop absence reporting and recording procedures and liaise with the HR Manager to ensure records are up to date and accurate
· Secure appropriate cover (internal or externally sourced) for absent staff, ensuring minimal disruption to KS4 learning 
· Manage the supply budget
· To monitor staff absence and produce daily reports for the Senior Leadership Team
· To allocate cover effectively for all staff absences in accordance with the school’s policy
· Keep a detailed record of cover used as required by the Business Manager
· To be the main point of contact for supply staff and to liaise with supply agencies and authorise timesheets 
· Recruit, manage and develop a team of Learning Managers to maintain an effective internal resource for class cover
· Induct and train Learning Managers, Midday Supervisors in school operations
· Recruit to and manage the school’s Midday Supervisor team and its functions
· Provide pastoral support for all staff on personal and school issues in liaison with the HR Manager
· To recruit and deploy a pool of Midday Supervisors to ensure cover over the lunchtime period is adequate and at a suitable standard
· To establish a variety of school duty rotas in line with school needs and monitor their operation
· To authorise staff timesheets
· To produce the school’s calendar in liaison with SLMT and other key stakeholders by the Spring Term
· To assist the Building and Events Manager with the organisation of whole school events
· To assist the Examinations Officer with the effective deployment of support staff exam invigilators
· Account for and monitor appropriate budgets.
· To be responsible for maintaining the school diary in liaison with SLMT
· To update SLMT weekly on diary activities
· To liaise with the school Business Manager and Headteacher regarding all educational visit requests
· [bookmark: _GoBack]To provide administrative support for the Headteacher using the Evolve booking system for school trips and visits


GENERAL DUTIES
· Maintain an up-to-date knowledge of Management Information Systems used by the school
· Participate in arrangements for further training and professional development
· Adhere to the school’s Trauma Informed ethos in relation to the development, support, mental health and wellbeing of students
· Support the wellbeing of self, team and staff members within the school
· Engage actively in the school Appraisal process, including being an appraiser
· Help to establish common standards of practice
· Help to implement school quality procedures and to adhere to those
· To work with the Headteacher to identify resource needs and to contribute to the efficient / effective use of school resources
· To actively promote the school’s policies, procedures and codes of practice, including those relating to Health and Safety, Equal Opportunities, Appraisal etc.
· To be a role model and actively promote the school’s Rights Respecting agenda
· To understand the importance of inclusion, equality and diversity both when working with students and colleagues and to promote equal opportunities for all.
· To take a proactive approach to health and safety, working with others to minimise and mitigate potential hazards and risks (including safeguarding students). 
· To maintain confidentiality and observe data protection and associated guidelines where appropriate.
· To undertake such duties and responsibilities at a similar level as may be agreed with the Headteacher.
· To implement the school’s Five Respects.
· Share in the management of the behaviour of students, including at break and lunch time (ensuring via the deployment of all staff ensuring an orderly and purposeful school environment) 
· Maintain appropriate records and to provide relevant accurate and up-to-date information
· Communicate effectively and professionally with staff, parents, students and external stakeholders as appropriate
· Follow agreed policies for communications in the school
· Ensure that the highest standards of confidentiality are maintained when dealing with any kind of data relating to staff and students
· To undertake such other duties as may be reasonably determined by the Head teacher



	This job description is current at the date shown, but following consultation with you, may be changed by Management to reflect or anticipate changes in the job which are commensurate with the salary and job title. 

The school will endeavor to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

	Date:  April 2023
	Head teacher:  John Cregg
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