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OPERATIONS MANAGER

Accountable to the Director of Operations 

Christ’s Hospital (CH) epitomises the transformative power of education. Situated on a majestic campus in 1,200 acres of rolling Sussex countryside, but with close ongoing links with the City of London, the School offers a first-class independent boarding education to children with academic potential from all backgrounds. Most pupils (75%) benefit from bursaries provided by the School’s foundation. With an annual budget in excess of £30 million, an endowment of £500 million, over 500 staff and 900 pupils, Christ’s Hospital is a large and complex organisation. 

This is an agile role to support the Director of Operations. The Operations Manager will oversee a range of the School’s support functions and projects as required by the Director of Operations. Currently this is the Security, Housekeeping, Wardrobe and Laundry operation. 

Main Duties  

· Inspire and lead the operations teams and projects you are overseeing. Including monitoring performance standards and absence levels, conducting appraisals, recruiting new employees and ensuring that knowledge/training is up to date.

· Work with other managers to deliver the best possible well-coordinated professional service support to the School.

· Represent Support Services, developing good professional working relationships with all school stakeholders.

· Responsible for advising, formulating, monitoring and controlling operational budgets in consultation with the Director of Operations.

· Deputise for Director of Operations in their absence.



Security  


· Lead and manage all aspects of Security on site, including manual guarding, access control, CCTV monitoring and provide advice and guidance on all security matters to the School. 
· Work closely with both the CH SHEF advisor and the Director of Operations to ensure all security staff are compliant with CH policies and procedures with particular regard to Lone Working, Hygiene, Health and Safety; Safeguarding and Standards of conduct.

· When required work shifts to cover staff shortages in the security department. 

· To control all stocks of expendable security items such as keys, passes and security tags/fobs ensuring that there are always sufficient items on site to maintain the security of the site.

· Utilise existing security systems to their potential. Suggest and implement innovative new security systems as required.

· Ensure security provides a friendly and confident welcome to all visitors to the school all members of security are correctly and adequately clothed in CH corporate issued items.  


Housekeeping

· Oversee the leadership and management of all school cleaning staff (approximately 40 staff).

· Ensuring that the highest practicable cleanliness standards are maintained throughout the school. 

· Liaise with the Building Maintenance Manager concerning routine house maintenance and repairs and end of renovation cleans. 

· Ensure plans are made and implemented to cover all School cleaning requirements E.g. end of term, residential lettings, Beating Retreat, Speech Day and Open Days.


Wardrobe


· Oversee the Wardrobe department ensuring all students and relevant staff are provided with appropriate uniforms.



Laundry 


· Oversee the of in-house and contracted-out laundry services, ensuring value for money, accurate billing and a high and consistent standard of service to the School. 

· Monitor the performance of new machinery and suggest and implement new machinery as required. 



Other

· Maintaining up to date policies and procedures for the work of your department, which reflect School requirements and relevant legislation and guidance.

· Ensuring plans are made and implemented to cover all non-routine security requirements are met. E.g. end of term, residential lettings, Beating Retreat, Speech Day and Open Days.

· In conjunction with Grounds Manager and Accommodation Manager Organising and setting-up of routine and specific School events.

· Conducting Risk Assessments as they relate to your area of responsibility. 

· Placing or authorising purchase orders and invoices up to the agreed authorised limits, as directed by the Business Manager.
· Managing digital and data initiatives.

· Liaising with all teaching and non-teaching staff over operational matters. 

· Assisting with out of hours on-call duties as required by the Director of Operations
· Supporting Director of Operations with Critical Response and Business Continuity Plans

· Any other duties reasonably requested by the Director of Operations.



Safeguarding and Personal & Professional Conduct
All staff are required to follow published statutory guidance and the School’s Child Protection and Safeguarding Policy at all times and to share in the corporate commitment to promoting the safety and welfare of students. In addition to a thorough understanding of safeguarding procedures, all staff are expected to demonstrate consistently high standards of personal and professional conduct. This job description is not intended to be comprehensive. It will be reviewed regularly and may need to be modified. 


Person Specification – Operations Manager
	Essential
	Desirable

	Qualifications

	· DBS Disclosure clearance 
· Hold Clean Driving Licence
· GCSE in English and Maths or equivalent 

	· Relevant professional qualification (eg Institute of Hospitality, City & Guilds in Cleaning & Support Services) 

	Experience / Abilities

	· Experience of leading, managing, motivating and developing staff and teams.
· Experience of working collaboratively across a wide range of stakeholders.
· Ability to work to required deadlines, prioritising, and delegating tasks as necessary.
· Able to develop good professional working relations with the staff and wider school community.
· Able to manage a series of large complex budgets, make purchases and account for stock and expenditure. 
· Able to produce an annual budget forecast. 
· Self-starter, used to working unsupervised. 

	· Experience of improving operational processes.
· Experience of working in the education sector / regulated sector 
· Experience of security/cleaning in a 24-hour residential school setting. 
· Able to use and instruct upon various forms of security IT systems, in particular, SkyVisitor, Sateon and Blackview.
· Hold an SIA Licence.
· Hold a CCTV (Operators) Licence. 
· Experience of Health and Safety.
· Experience of working in a regulated sector.
· Experience in estates, facilities, operational or events management.
· Proven experience as implementing and managing digital and data initiatives. 

	Knowledge, Skills, Aptitudes

	· Ability to solve problems and think strategically and laterally.
· Excellent verbal and written communication skills with good attention to detail. 
· Strong analytical and project management skills 
· A flexible working approach, recognising that there may be the need for occasional early starts/late finishes/evenings/ weekend working and be able to provide support in the case of emergencies.
· Committed to the safeguarding and wellbeing of children.
· Knowledge and understanding of relevant legislation and regulations.
· Able to interact and communicate effectively with local police, landowners, teachers, parents and pupils.
· Excellent IT skills including Microsoft Office packages (Word, Excel, Outlook) and database systems.
· Working knowledge and understanding of Data Protection principles and current Health and Safety Legislation.
	· Highly numerate with experience of managing budgets.

	Personal Qualities

	· Ability to deal professionally, tactfully, sensitively and confidently with people at all levels.
· Professional personal presentation.
· The ability to identify and respect confidentiality. 
· Able to direct and take direction.
· Excellent organisational, time management and administrative skills.
· High level of accuracy and attention to detail 
· Resilient and able to meet deadlines and work with sustained pressure and periods of stress and challenge.
· Personable and able to work well with a diverse range of personalities and people with differing experience.
· Ability to multi-task, prioritise and work calmly under pressure.
· Reliable and trustworthy. 
· Able to offer help/support to others and open to accepting help. 
	



The above will be evidenced by a variety of means including: application form; personal statement; references; interviews; evidence of qualifications/training, relevant testing/assessment and documentation required upon interview.  Any offer of employment is conditional on the receipt of suitable references that are satisfactory to the School.

Terms of Employment
Full time permanent contract, 40 hours per week, 52 weeks per year.  
23 days paid annual leave (plus bank holidays)
In the event of a major incident or disaster, you may be required to provide assistance, in whatever capacity necessary and participate in any training to ensure the school is fully prepared.


Disclosure and Barring Service
The School is a “Registered Body” under the provisions of the Police Act 1997 because employment at the School involves access to children under the age of 18.  This post shall be subject to receipt of an overseas criminal record check (where appropriate) and will require an Enhanced Disclosure Certificate (with barred list) from the Disclosure and Barring Service (DBS) before an offer of employment is confirmed.

It is a requirement of employment at the School that all staff are:
· Eligible to work in the UK; 
· Committed to implementing whole school/staff policies relating to the safeguarding of children.
· Assessed as medically fit to undertake the role.

Benefits include:
	· Competitive salary of circa £46,000 pa depending on experience.
· Free lunches when the School’s catering facilities are open.
· Staff Pension and Death in Service benefit
· Heavily discounted gym membership.
· Employee Assistance Programme.
	· Attractive site close to the Downs Link with excellent transport connections to London (1 hour from Christ’s Hospital Station), Gatwick and the south coast.
· Good local primary and secondary school provision.
· Strong staff community.
· On site nursery (for ages 3-5 years).
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