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    Support Staff Job Description 2017/2018                                 

	Name:  

	Job Title:  
Operations Manager

	Line Manager:  
[bookmark: _GoBack]Headteacher

	Salary:  
Grade H
	Hours:  37.5 Hours per week
	Working Weeks:   
39 weeks



Purpose
Responsible under the direction of the Headteacher to ensure all operations within the school, not directly linked to teaching and learning run efficiently and effectively

Key Responsibilities:

1. To manage the admin team, including delegating tasks and holding colleagues to account
2. To ensure there is effective communication with services provided by The Acorn Trust including site, IT, catering, HR and Finance
3. To act as line manager for the lead cleaner and lead MDSA and ensure these teams are being run effectively
4. To ensure all legal admin tasks are completed in good time and to a high standard
5. To ensure all data held about individuals within the school community is up to date and held in line with data protection guidelines
6. To liaise with and provide a high level of customer service to all the school’s stakeholders eg parents, Academy Council, press etc
7. To handle issues within the workplace e.g. risk management, customer dissatisfaction and employee problems to ensure the smooth running of the school
8. To evaluate employee performance and resolving any issues of concern
9. To provide direction for employees on some tasks and create work schedules as required
10. To maintain high levels of confidentiality and professionalism at all times


Additional Responsibilities
1. To maintain good lines of communication and to co-operate with all other disciplines in the School. 
2. To ensure that all School Policies are adhered to at all times, in particular Safeguarding &CP Policy, Health and Safety Policy, Emergency procedures, Absence from School and in relation to specific responsibilities associated with the job designation. 



The post holder may be required to perform duties other than those given in the job description for the post.  The particular duties and responsibilities may vary from time to time without changing the general character of the duties or the level of responsibility entailed.   In cases, however, where a permanent and substantial change in the duties and responsibilities of a post occurs, consistent with a higher level of responsibility, then the post would be eligible for re-evaluation.
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