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                                                                                                                                                                                  JOB DESCRIPTION
POST:


School Operations Manager
HOURS:
Full time 36hpw 8.30am – 4.00pm

Term Time + 5 days
GRADE:
3B      SCP 25-28
RESPONSIBLE TO: 
The Headteacher
This role is to provide operational excellence for Broadoak Primary School, working closely with school staff to maintain high standards of compliance, health and safety, facilities management, HR administration and business operations.  
 
SCOPE OF JOB
· Strategically manage the school facilities and site support team / resources reporting directly to the Headteacher, ensuring the school meets its legal Health & Safety duties and the site is maintained to a standard which supports our educational objectives to deliver outstanding provision.
· Provide effective professional operational management of the school’s premises, HR and admin systems to ensure their effective use and that they offer value for money.
· Demonstrate a detailed understanding of relevant legislation, government regulations and statutory instruments as they affect the daily running of the school.
MAIN DUTIES AND RESPONSIBILITIES
	Health & Safety / Site Maintenance & Security

	· To lead the Health & Safety programme in school to ensure all Statutory Duties required as an Academy are met.

	· To liaise with the external H&S provider to ensure best use is made of their support.  

	· To manage the academy Site Maintenance Systems / Health & Safety budget.

	· Ordering goods relating to the building & site management. 

	· Act as the school’s Health & Safety Co-ordinator and Fire Officer.  Plan, instigate and maintain records of fire practices and alarm tests.

	· Ensure the school’s written health & safety policy statement is clearly communicated and available to all people

	· Ensure the health & safety policy is implemented at all times, put into practice and is subject to review and assessment at regular intervals or as situations change

	· Enable regular consultation with people on health and safety issues via Health & Safety Meetings.

	· Ensure systems are in place to enable the identification and prompt elimination of hazards and risk assessments

	· Ensure systems are in place for effective monitoring, measuring and reporting of health and safety issues to the Senior Team, Governors and where appropriate the Health & Safety Executive.

	· Manage and supervise the Site Managers to ensure that tasks are prioritised and completed in a timely manner and that appropriate standards of performance and behaviour are demonstrated at all times.

	· To manage the school access control system to ensure all Safeguarding requirements are met.

	· Ensure the maximum level of security, health and safety consistent with the ethos of the school and to meet Safeguarding requirements.

	· To liaise with the external security provider.

	· To be a Keyholder of the school for emergencies and provide occasional cover for open & close if no alternative available.

	· Procure all contractors for maintenance work in line with the Scheme of Delegation. 

	· Supervise all contractors on site to ensure they are working to required standards.

	

	Human Resource Management

	· To manage the monthly payroll adjustments in conjunction with the provider and CFO – creating adjustments & verifying data.  

	· Manage general recruitment personnel administration matters including DBS employment clearance for staff and liaison with HR provider / HT and CFO regarding the issuing of contracts.  

	· Monitoring of Staff Sickness/Leave of Absence and completion of records

	· Completion of Return-to-Work Medical Forms.

	· Maternity Leave Administration

	· Maintenance of confidential staff personnel records including the Single Central Record. 

	· Ownership of Single Central Record for all visitors, contractors to ensure statutory guidance is met.

	· Complete administration associated with recruitment and other staff contract changes in conjunction with HR provider / CFO.

	· Administration of Course Bookings and maintaining professional development record for all staff. Maintenance of National College Staff records.

	· To attend CPD as required keeping up-to-date with all systems used to ensure concise and accurate data is submitted to the LA, staff & other agencies.

	

	School Administration

	· Reception duties (cover as required) – welcome all visitors to school. Provide warm welcome to children, parents, members of the public and wider school stakeholders. 

	· Maintain Pupil’s attendance data (as required) using SIMS in line with the school’s attendance policy.  

	· To manage the administration and distribution of all communications as required by the Headteacher with staff, parents and external agencies.

	· Work with other staff to improve efficiency of administration processes and to reduce re-work. 

	· To maintain the School’s GDPR policy and records, ensuring compliance with relevant legislation. To be the link to the School Data Protection Officer as needed.

	· To act as the liaison with the School’s external IT providers for both daily management and upgrades / long term strategy

	· To comply with the School’s Health and Safety Policy and associated safe working procedures and guidelines.

	· To comply with the School’s Comprehensive Equality Policy and to ensure that it is implemented within the service area of the post.

	· To comply with the School’s Data Protection Policy and Code of Practice within the service area of the post. 

	

	Finance

	· Work with the CFO to provide accurate financial administrative support for the purchase order process. 

	

	Catering

	· To act as liaison with the external catering support provider, ensuring that the provision meets all of the relevant required standards (food hygiene, allergy, menu etc.)

	· To manage data input and maintenance in School Grid


This post is subject to Disclosure.
The details contained within this job description reflect the content of the job at the date it was prepared.  However, it is inevitable that, over time, the nature of the job may change.  Existing duties may no longer be required and other duties may be gained without changing the general nature of the post or the level of responsibility entailed.  Consequently, the School will expect to revise this job description from time to time and will consult the postholder/s at the appropriate time.
