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JOB PROFILE – HEAD OF OPERATIONS  
  
POST TITLE: HEAD OF OPERATIONS		
GRADE:  Grade 10 Point 46 - 48 (£60,637 - £64,413 per annum)
HOURS: 37					WEEKS: 52
RESPONSIBLE TO: CEO	
RESPONSIBLE FOR: Compliance, Estates, Project Management, Health & Safety, Digital Strategy, Procurement, and Catering.
LOCATION: Stephenson MK Trust, working across school sites to include Stephenson Academy, Bridge Academy.

Job Purpose
The Head of Operations will help Stephenson MK Trust to achieve its aims by developing services that support the effective delivery of education in our schools, providing strategic oversight of the development of our estates, and working collaboratively with the Governance professional to enable effective governance at all levels of the organisation.
The post-holder will lead the development and implementation of a Trust-wide operational strategy ensuring that services are aligned, efficient, scalable and provide value for money. They will design policies, systems and processes that are appropriate to our schools, ensuring that we have an effective service offer. This will allow school leaders to maximise their focus on improving the educational experience within their schools.
Acting as a Head of Operations, the post-holder will contribute to the Trust's long-term sustainability, supporting growth through academy conversions, onboarding of new schools, and expansion of provision at existing schools. The post-holder will deliver these responsibilities with regard to the ethos and values of the Trust, balancing the need for consistency across the Trust with the requirement for local variation in some schools.

Key Responsibilities
Reporting to the CEO, the Head of Operations will sit on the Trust’s Leadership Team and will contribute to the strategic development of the Trust.

1. Strategy and Operational Leadership
· Lead an effective professional team, including the Site Managers, Catering Manager, IT Manager. 
· Support the SBM to oversee the business and operational functions within the academies. 
· Lead the Trust-wide operational planning and service improvement programmes for the maintenance ad sufficiency of the estate in line with budgetary limitations and governance process.
· Develop and maintain a Trust-wide compliance calendar covering statutory returns and deadlines, inspection readiness requirements, and mandatory training schedules, ensuring all schools and the central team are aware of and meet their compliance obligations.
· Develop and monitor KPIs across operational services (e.g. estates compliance %, IT availability, procurement savings) and provide regular performance reports to Trustees and executive leaders.
· Promote the Trust vision and values, acting as an ambassador for the Trust within member schools and with external parties.
· Coach and influence staff and volunteers across the Trust to maximise performance.
· Develop policies, procedures and training programmes to set organisational standards in the way the estate is managed and operated.

2. Estates and Sustainability
· Provide strategic oversight of the development and maintenance of our estates by leading the Trust estate’s function.
· Work with schools to develop a Trust-wide strategy for the development and capital maintenance of our estates and buildings.
· Lead on the development and production and review of the strategic estate documentation.
· Oversee the deployment of CIF, ensuring that this is used effectively to manage the condition of estates and to meet development objectives.
· Support schools in developing an income stream from external use of school facilities.
· Manage acquisitions, leases, and disposals of land and buildings on behalf of the Trust.
· Lead the Trust’s energy strategy, sustainability planning, and carbon reduction initiatives to ensure environmental compliance.

3. Health, Safety (H&S) and Risk Management
· Act as the Trust's strategic H&S lead, overseeing the audit programme, fire safety assurance, and contractor management, reporting progress and risks to the Finance, Audit and Risk Committee on a termly basis.
· Establish and maintain a strategic risk framework, including risk appetite development, audit tracking, and risk escalation to the CEO.
· Develop, maintain, and test Trust-wide business continuity and disaster recovery arrangements.
· Monitor accident reports, KPIs etc. relating to H&S and report to the Finance, Audit and Risk Committee on a termly basis.
· Ensure the risk registers are maintained and regularly reviewed at trust and school level.
· Leads on ensuring a safe culture of working across the Trust including safeguarding.
· Ensures statutory and regulatory compliance in health and safety (H&S) and all matters relating to estates and buildings.
· Manage the Trust's insurance programmes, liaising with brokers on indemnity arrangements, claims management, and reviewing risk transfer provisions in supplier contracts.

4. Digital and IT Strategy
· Lead the Trust’s digital strategy and cyber security frameworks, ensuring adherence to DfE cyber security standards.
· Oversee disaster recovery for IT systems, network resilience, and technology procurement.
· Line manage the IT Manager to ensure service delivery meets the needs of individual schools with the IT Manager responsible for day-to-day IT delivery whilst the Head of Operations provides strategic oversight of IT strategy, cyber security, disaster recovery, and ensures alignment with DfE standards.
· Provide strategic oversight of communications infrastructure including telecoms contracts, unified communications systems, network resilience, and contract management, working alongside the IT Manager.
· Lead on central procurement and management of telephone systems, printing and photocopying contracts, ensuring cost control, sustainability, and recycling considerations are prioritised.
· Oversee post and courier service contracts across the Trust, ensuring value for money and service quality.

5. Procurement and Contract Management
· Work with the CFO to deliver the Trust's procurement strategy and ensure operational procurement activity supports value for money and high-quality service delivery. 
· Lead the development of specifications and operational requirements for Trust-wide procurement exercises within estates, facilities and operational services. 
· Ensure contract mobilisation, implementation and ongoing supplier performance are effectively managed across the Trust.
· Manage the day-to-day delivery and performance of operational contracts, ensuring suppliers meet agreed service levels and contractual obligations. 
· Oversee Trust-wide operational contracts, including catering, cleaning, transport, statutory compliance and estates-related services. 
· Monitor supplier performance, undertake regular contract reviews and recommend improvements, extensions or re-tendering where appropriate. 
· Support schools with operational contract management, providing advice and guidance on service delivery and contract performance. 
· Maintain operational records relating to contracts and provide performance information to the CFO to support procurement reporting and assurance. 
6. Financial Operations
· Work closely with the CFO and Central Finance Manager to provide oversight of budgeting, financial controls, and financial reporting across the Trust.
· Support the CFO in liaison with internal auditors and ensure value-for-money principles are embedded in all operational procurement and resource allocation.
· Maintain clear definition and communication of central versus school-level finance responsibilities, ensuring effective collaboration and governance.



7. Data Protection and GDPR

· Lead on the procurement and management of the Trust's external Data Protection Officer (DPO) service.
· Support the external DPO with operational management of Subject Access Requests (SARs) and Freedom of Information (FOI) requests, coordinating responses across the Trust and liaising with HR and other relevant teams as required.
· Ensure Trust-wide compliance with GDPR and data protection legislation, including oversight of data breach response procedures, data sharing agreements, and information governance policies.
· Oversee staff training on data protection and ensure that data protection impact assessments are conducted where required.

8. Governance
· Collaborating with Governance professional to support the efficient operation of the Trust board and local governing bodies (LGBs), 

9. Trust Growth and Change
· Lead operational due diligence for potential school transfers, including estates, compliance, and mobilisation planning.
· Investigate possible future growth opportunities and support the academy conversion or onboarding process for schools joining the Trust.
· Coordinate funding bids, identifying opportunities and drawing on information and expertise across the Trust to produce compelling bids.

10. Other Areas of Responsibility  
· The Head of Operations will oversee the Trust’s office management functions, which include areas such as: Central trust office location and facilities.
· Adhere to all Trust and school policies, procedures and statutory requirements. 
· Take reasonable care for the health, safety and wellbeing of yourself and others, complying with all relevant Health and Safety policies and procedures.
· Promote and safeguard the welfare of children and young people in accordance with safeguarding and child protection policies. 
· Contribute to the overall ethos, values and aims of the school and Trust. 
· Work collaboratively with colleagues, maintain positive professional relationships and demonstrate a commitment to equality, diversity and inclusion.
· Participate in relevant training, professional development and performance management activities and maintain high standards of professional conduct at all times.
· Demonstrate a commitment to equality, diversity and inclusion in all aspects of work. 
· Maintain professional standards of conduct and behaviour at all times. 
· Undertake any other duties that may reasonably be required by the CEO, commensurate with the grade of the post. 




Person Specification
	
	Qualifications
	Essential / Desirable

	Qualifications
	· A relevant degree or equivalent experience.
· School business management qualification, or other relevant professional qualification.
· IOSH Managing safely qualification.
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	Experience
	· Recent leadership experience.
· Experience in strategic Health & Safety leadership and risk management frameworks.
· Proven experience in leading procurement and contract management in a public sector context.
· Ability to develop and monitor operational KPIs and performance frameworks.
· Experience of delivering and managing governance and compliance.
· Experience of setting up legal agreements with third party service providers.
· Experience supporting and advising Boards and sub-committees.
· Experience of supporting academy or school governance.
· Experience employed in an estate’s development related role.
	E
E

E

E

D

D

D

D

D

	Skills and Knowledge
	· Understanding of environmental sustainability and carbon reduction requirements.
· Knowledge of digital strategy and cyber security standards.
· Understanding of building design, practices, and policies associated with maintenance.
· Knowledge of the education sector, charity and company law, and regulatory compliance.
· Ability to analyse and interpret data accurately to identify weaknesses and opportunities.
· Excellent oral and written communication and influencing skills.
· Ability to demonstrate an understanding of and commitment to safeguarding.
· People management skills, with the ability to delegate and support teams.
· Excellent organisational skills and ability to manage time well under pressure.
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	Personal Attributes

	· Demonstrating visible leadership by example with commitment to Trust values.
· High level of self-awareness, personal integrity and credibility.
· Pragmatic approach to problem solving and identifying simple solutions.
· Commitment to professional development and self-learning.
· High level of professionalism and discretion. 
· Resilience and ability to work under pressure. 
· Ability to handle emotionally demanding situations. 
· Proactive, solution-focused approach. 
· Strong interpersonal and stakeholder management skills.
· Discreet and trustworthy.
· Commitment to supporting the Trust’s vision and values.
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Stephenson (MK) Trust is an Equal Opportunities employer. We are committed to safeguarding and promoting the welfare of children and young people and expect all staff to share this commitment. This commitment to robust Recruitment, Selection and Induction procedures extends to organisations and services linked to the Trust on its behalf. An enhanced Disclosure and Barring Service Certificate is required prior to commencement of this post
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