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JOB DESCRIPTION 
Operations Business Partner


	PLACE OF WORK: Central Support Team

	[bookmark: _GoBack]Grade: Scale point (NJC):  23-28
 

	REPORTS TO:   Lead Operations Business Partner
	

	1.
	MAIN PURPOSE OF JOB
The Operations Business Partner is part of a team responsible for supporting the delivery of Trust-wide operational projects and workstreams with a specific focus on a geographical cluster of schools. The role brings consistency on policy, systems, process and procedure implementation and development, as well as responsibility for the onboarding of new schools as part of a wider team. Experience of working within a school or academy setting is essential.
The role will provide a school focal point for the delivery of key functions of the Central Support Team provision: including (but not limited to) Procurement; IT and Data; Marketing and Communications; Governance, Risk and Compliance; Admissions; Health & Safety and Estates, and People (HR).
The Operations Business Partner will promote the development and maintenance of collaborative business relationships across the Trust. Therefore, experience of training, mentoring and coaching school support staff will be key. There is no direct line management in the role however there is a need for peer influence and an ability to manage the expectations of a variety of stakeholders, prioritising need, resources, solutions and own availability on an equitable basis.  
The OBP provides initial triage and first stage solutions to issues raised by the schools in their cluster.  By building basic knowledge of all areas of the business functions of the Trust, the OPB is the front-line provider of solutions for schools.  
The role will be ‘home based’ with the expectation of:
· regular visits to cluster schools
· some visits to Central Team Offices to meet and network with others in the Central Support Team
· occasional visits to other schools within the Trust.


	2.
	KEY TASKS


	
	i. 
	Manages specific projects / ad hoc workstreams from inception to delivery and works across service areas to direct activity with school support staff.  Manages resources and holds people to project milestones to ensure that progress is aligned with the aims of the Trust.

	
	ii. 
	Contributes to the development and continuous improvement of the Trust’s operations by sharing own knowledge and harvesting good practice.


	
	iii. 
	First point of contact for school support staff, to manage customer relationships and resolve issues or enquiries.


	
	iv. 
	Leads on sharing and presenting information and the progression of workstreams, identifying risks and key achievements. Presents data to senior leaders in decision making forums. 


	
	v. 
	Role model for the delivery of an exceptional service, driving continuous improvement.


	
	vi. 
	Establishes and maintains strong and effective relationships with designated shared service team colleagues and school staff.


	
	vii. 
	Supports the planning and execution of engagement, induction, networking and communication with school support staff.


	
	viii. 
	Ensures compliance with key policies and procedures in areas covering the Shared Services to academies in the Trust including safeguarding, health and safety, equality and diversity and data protection.


	
	ix. 
	Develops and maintains excellent internal management relationships across all services and functions.


	
	x. 
	Facilitates the sharing of best practice and supports initiatives to improve organisational performance


	
	xi. 
	Acts as the functional lead for Reception/Admin staff in their respective schools including allocation of work and input into performance management (School SLT will be line manager).


	
	xii. 
	Under the direction of the Trust’s central team, communicates guidance, frameworks and processes to enable schools to comply with their legal responsibilities, such as the Single Central Record, the school census, key stage data returns and management of SATs.


	
	xiii. 
	Supports data analysis and production of complex reports e.g. attendance reports, annual pupil reports and census. Maintains an up to date knowledge of systems and how they can best be used to drive efficiency in schools and in their links to the centre.


	
	xiv. 
	Supports pupil admissions and leavers processes, collecting and collating pupil data and records and liaising with the local authority regarding children in the catchment area.


	
	xv. 
	Undertakes finance administrative duties, such as raising purchase orders and goods received notes on the Trust’s system as well as chasing debt with parents.


	
	xvi. 
	Supports the update and maintenance of the school’s website and ensure its compliance.


	
	xvii. 
	Keeps up to date with compliance legislation for school management.


	
	xviii. 
	Completes monthly finance returns, e.g. income records and multi-pay card records ensuring the Trust’s policies and procedures are adhered to.


	
	xix. 
	In conjunction with the CST team, ensures schools obtain best value in relation to support contracts, systems and services.


	
	xx. 
	Complies with all Academy and Trust policies and procedures.


	
	xxi. 
	Co-operates in any staff development activities required to effectively carry out the duties of the post and to participate in the Trust’s staff development review processes.


	
	xxii. 
	Any other reasonable duties commensurate with the level of the post.


	
	
	
Supports the principles of safer recruitment and ensures compliance with good HR practices when recruiting and onboarding staff. Provides assurance to the centre and to schools to ensure compliance with ofsted requirements.

Ensures that the completion of contract amendments, variations and additional hours take place in an accurate, and timely manner, within process and guidance of the Trust

Ensures timely and accurate completion of staff absence procedures including where necessary, supporting the school with arrangements and administration of related meetings. 

Ensures that people issues around pay, grievance, disciplinary and performance processes are conducted in line with policy and process and that schools are supported with the organisation and administration at a local level and in collaboration with the centre

Provides the central team with relevant information and local knowledge to support development, improvement and delivery of wider strategies within financial, operational and HR functions.


	3.
	SUPERVISION / MANAGEMENT OF PEOPLE
Functional oversight of school office staff, providing direction and training of key tasks. Manages remote teams’ workflow to ensure alignment with Trust systems. 


	4. 
	MAIN CONTACTS AND RELATIONSHIPS
Internal:
Members of the Central Support Team, Head teachers and School Admin teams

External:
Suppliers, Parents


	5. 
	SPECIFIC AREAS OF RESPONSIBILITY




	
PERSON SPECIFICATION
Operations Business Partner


	6.

	KNOWLEDGE AND QUALIFICATIONS
 
Essential, i.e. the postholder must have:
· A good general level of education at GCSE/ equivalent, including Maths and English to level C/ grade 4
· A good standard of literacy for all written communications
· Computer literate, including typing / secretarial skills
· Some finance knowledge, including budget monitoring and reconciling simple accounts
· Knowledge of maintaining websites
· Understanding of special educational needs, child protection and safeguarding issues

Desirable, i.e. the postholder would ideally have:
· Educated to Level 3 or above
· An appropriate qualification in administration or customer service
· School Office Manager or business administration qualification
· Knowledge of purchasing and procurement to achieve best value.

	7. 
	EXPERIENCE

Essential, i.e. the postholder must have:
· Experience of working in a school or academy
· Experience of working in a senior administrative capacity, undertaking a range of duties which should include some finance administration
· Experience of working successfully in a customer facing environment
· Experience in creating administrative systems and processes, or improving them
· Experience of supervising others

Desirable, i.e. the postholder would ideally have:
· Experience of producing simple financial reports and monitoring and reconciling budgets
· Experience of implementing new electronic systems
· Experience of working within HR policies and procedures
· Experience of working with Governors, or a similar management board.

	8. 
	SKILLS AND PERSONAL QUALITIES

Essential, i.e. the postholder must have:
· The ability to communicate effectively at all levels and to demonstrate tact, diplomacy and discretion at all times
· The ability to input data accurately
· The ability to lead and develop a number of administrative procedures
· Excellent interpersonal skills
· Strong time management and organisational skills, with the proven ability to work under pressure to given deadlines
· Meticulous eye for detail and accuracy
· Competent user of IT, including MS Office and general database and finance systems
· Confidence and initiative to suggest organisational improvements and implement them effectively if approved
· Able to supervise, train and induct staff effectively
· Understanding of continuous improvement and how it applies to this multi-site role
· Ability to prioritise own work in line with the strategic aims of the Trust
· Understanding of child protection issues
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