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                                   JOB DESCRIPTION


Job Title:		Operations Manager       
Responsible to:	Head of School
Salary:			

Hours:	37 hours per week / 52 weeks per year 

Main Duties:


Site and Maintenance

· Lead and manage the Site Team to provide high quality caretaking, maintenance and security services to the School buildings and grounds, to:
· Take a lead role in site specific contractor liaison, for example in seeking three quotes for works required and to act as a point of contact for contractors working on the site
· Work with the CFO, Trust H&S Lead and Trust Operations Lead to ensure that contracts are in place for the safe and efficient operation of the school and site 
· Oversee the premises email box and allocate tasks/jobs as required
· Ensure suitable premises standards are achieved and maintained, to optimise the teaching environment
· To further achieve the above, ensure that regular routines are in place and site operatives are accountable for their daily achievement.
· Plan for and supervise the maintenance of the buildings and site to agreed standards and cost – including summer works schedule planning and implementation.
· [bookmark: _GoBack]Work with the CFO, and Trust Operations Lead to develop a costed strategic premises development plan for the school, aligned with the Development Plan and rolling maintenance schedules. 
· Provide a point of contact and playing a Liphook specific role in project management, overseeing all premises projects from initial development of requirements to conclusion 
· Manage effective repairs and improvements. 
· Report to the appropriate person(s)any resourcing needs in respect of maintenance, security and enhancement of premises  
· Manage the site team, supporting in recruitment and performance management activity where needed.  
· Ensure operatives comply with the safe and effective use of specialist equipment/materials.  
· Responsible for premises issues relating to the site including resources, health and safety, ensuring that inventories are maintained. 
· Ensure the school has a fire risk assessment and that relevant follow-up works and procedures are in place  




      Health and Safety
·    Be the Health and Safety lead for the school, ensuring a safe working environment for all
·    Oversee all H&S checks including, 
· FRA (Fire Risk Assessment
· WRA (Water Risk Assessment
· Asbestos Management
· DSE assessments for the school
· PAT testing programme
· Equipment checks (plasma, quad bike, minibus)
· Minibus and quad bike maintenance, safety and training
· Midas training
· Site team training to include quad bike, legionella’s, PAT testing, lone working, working at height
· Use Every Help Desk

General

· Monitor & manage stock within an agreed budget, cataloguing resources & undertaking audits as required. 
· Manage records, information & data, producing analysis & reports.  
· Ensure the efficient and effective use of the school assets including buildings and equipment.  
· Undertake other such duties as reasonably assigned by line management

PERSON SPECIFICATION

Experience required

	Essential 
	Desirable

	· Proven success in the management of excellent administrative, technical, clerical and customer service support functions in a fast-paced environment
· Successful and relevant leadership experience
· Experience of delegating to and motivating staff
· Experience of working effectively with a wide range of external partners and agencies
· Nebosh, Iosh or equivalent qualification

	· Experience of dealing with and managing enquiries from parents, public and staff.
· Experience of making changes to continuously make improvements.
· Experience of budgetary management and control



Knowledge
	Essential 
	Desirable

	· Working knowledge Health and Safety legislation

	· A sound knowledge of facilities management
· An understanding of procurement contracts, risk assessment, health and safety and outsourced services. 
· An understanding of school management issues and the role of the Governing Body



Skills
	Essential 
	Desirable

	· Exceptional planning and organisational skills including managing deadlines
· Excellent written and verbal communication
· Highly developed interpersonal skills
· Strong customer service skills
· An ability to use initiative and prioritise work
· Being accurate and well organised in approach to work
· Skills and confidence to coach and mentor staff and tackle underperformance
· Good attention to detail 
· Excellent time management skills
· Ability to work under pressure while remaining calm
· GSOH
	· An ability to analyse data and evidence of higher level IT skills (particularly MS Office) 
· An ability to keep abreast of and interpret legislation and regulations
· Ability to negotiate and influence
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