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Operations Manager – secondary and special
Grade 8, SCP 30 to 34

Purpose
To provide effective school-based operational leadership and administrative management that supports the smooth running of Trust schools, ensures professional front of house and stakeholder services, strengthens the school’s reputation in the local community, and provides an effective interface between school-based operations and Maiden Erlegh Trust shared services.

Staff Responsibilities
Line management responsibility for the administration team, with some delegation to the Senior Administrator where applicable, and others as directed by the Headteacher.

Deployment
Deployment expectations: cross-school.

Financial Accountability
Responsible for the administration budget, working with the Finance Business Partner to review and monitor budgets, and approving purchase orders in line with the scheme of delegation.

Key accountabilities
Teaching and Learning: provide effective operational, administrative and compliance support that enables school leaders and colleagues to focus on high-quality education and student outcomes; Assessment: ensure the accurate preparation, oversight and submission of student, attendance, census, admissions, transition and statutory reporting data; Behaviour Management and Student Wellbeing: support safe, efficient and well-managed school operations, including first aid provision, incident reporting, attendance oversight and local workload and wellbeing initiatives; Pastoral and Inclusion: ensure professional, responsive communication with students, parents, carers, visitors and external partners, supporting admissions, transition, complaints, safeguarding and access to school services; Trust Culture: act as the school-level interface with Maiden Erlegh Trust shared services, supporting collaboration, consistency, Trust initiatives and effective practice across settings; Other: manage administration, PA support where applicable, finance processes, HR operations, marketing and communications, compliance activity, professional development, meetings and any other duties that reasonably fall within the purview of the post.

Relationships
The postholder will build positive, professional relationships with a wide range of stakeholders, including Trust and school leaders, colleagues across Maiden Erlegh Trust, students, parents and carers, plus external partners. These relationships are central to creating a collaborative, supportive environment that enables shared success and strong outcomes for all. The postholder will also maintain effective relationships with school leaders and colleagues in other Trust schools, school colleagues, students, parents and carers, and external agencies as required.

Supporting Maiden Erlegh Trust
The postholder may occasionally support other Maiden Erlegh Trust schools, promoting collaboration, professional growth, and the sharing of effective practice. This cross-Trust work provides opportunities to learn from colleagues, contribute to improvement initiatives, and strengthen our community. The postholder may also support other schools within Maiden Erlegh Trust or take ownership of a Trust-wide system or policy area, following consultation where appropriate.




Main duties and accountabilities

Teaching and Learning
· Provide school-based operational support to ensure the smooth running of the school and to support school leaders and colleagues in delivering effective education.
· Ensure that all resources are used effectively and efficiently to support the needs of the school.
· Ensure effective communication between the school and Maiden Erlegh Trust, acting as the main interface with Maiden Erlegh Trust in respect of IT, catering and site services at the setting.
· Support the school-level aspects of wider Trust initiatives.
· Manage the school calendars, including whole-school and senior leadership team calendars, ensuring that the operational aspects of events are identified and addressed in advance.
· Work with the Site Manager to ensure that all operational aspects of the school are regularly discussed and communicated.
· Attend senior leadership team meetings as agreed with the Headteacher.
· Attend regular meetings with shared services colleagues, including the People Business Partner, Finance Business Partner and Operations colleagues, to ensure that services are meeting the needs of the school.
· Attend training, updates and network meetings as appropriate.

Assessment
· Maintain the MIS student database in respect of student data, including ensuring accurate recording and oversight of student attendance.
· Ensure that the school census is accurately prepared, reviewed and submitted within the required timescales.
· Ensure that all other statutory and reporting requirements are submitted within the required timescales.
· Be responsible for student admissions and transition administration, working with local authority admissions teams, local secondary schools and feeder schools.
· Review and approve the financial aspects of trips through the Evolve system.

Behaviour Management and Student Wellbeing
· Work with the Site Manager to ensure that the school site runs safely and efficiently each day.
· Work with the Site Manager as applicable, ensuring that incidents involving colleagues and/or students are logged into Handsam, that incident levels are monitored, and that follow-up action is taken as appropriate.
· Be responsible for the provision of first aid within the setting.
· Support the operational aspects of workload and wellbeing initiatives across the setting.
· Ensure that the Trust’s complaints policy is adhered to at all times.

Pastoral and Inclusion
· Establish and manage systems for day-to-day administration duties within the school office, including correspondence, telephone calls, letters, reports, reception cover and confidential correspondence.
· Ensure that a professional image of the school is portrayed at all times through its dealings with all stakeholders.
· Build the reputation and standing of the school in the local community through front of house services, marketing, admissions and social media activity.
· Work with the Head of Marketing to ensure that the setting has an effective marketing and communications plan that results in student numbers being at or near capacity.
· Maintain an active social media presence for the school to build its reputation in the local community.
· Manage the weekly newsletter and communication with stakeholders.
· Maintain oversight of website compliance.
· Work with the Headteacher to deliver the school’s local marketing objectives.
· Act as the local GDPR contact, including ensuring that colleagues are aware of data breach reporting requirements and local practices, reporting any breaches to shared services and via the Jedu portal.
· Deal with FOIs and SARs relating to the setting, in communication with Maiden Erlegh Trust’s Head of Data and Insights.

Trust Culture
· Act as the interface between local and shared services functions to maximise the efficiency and impact of services provided.
· Provide a full range of administrative support to the Headteacher and other members of the senior leadership team as required.
· Act as PA to the Headteacher, as applicable, where a separate PA is not in the organisational structure.
· Signpost school employees to IntraMET for HR guidance and policies, or to the HR inboxes where appropriate.
· Ensure that induction plans and meetings are implemented at a local level, working with line managers.
· Manage the administration team, with support from the Senior Administrator where applicable, providing mentoring support and identifying key training needs as applicable.
· Work with the Shared Services HR team to complete the annual School Workforce Census.
· Check the monthly payroll for the setting, including overtime and expenses.
· Support the operational aspects of recruitment across the setting, including reviewing job descriptions, conducting safer recruitment checks for candidates, arranging interviews and completing Power Automate forms for new appointments and contract variations.
· Work with the People Business Partner to progress HR-related processes, including absence and capability.
· Work with the Cover Manager where applicable to post adverts, organise interviews through My New Term and deal with any local operational matters arising.
· Work with the Cover Manager where applicable to ensure that all recruitment is conducted in line with safer recruitment practices.
· Work with the Cover Manager where applicable to ensure that all vacancies are filled and that starters, leavers and contract variations are correctly notified to the HR team for processing.
· Monitor completion of professional development reviews across the setting.
· Source and order goods and services at best value and in line with delegated authority.
· Where applicable, work with the Site Manager and Finance Business Partner to oversee any lettings activities at the setting.
· Ensure that the budget implications of any decisions made locally are discussed with the Finance Business Partner.

Other
· Be aware of and comply with policies and procedures relating to safeguarding, health and safety, confidentiality and data protection, and report all concerns to an appropriate person.
· Maintain an accurate Single Central Record, ensuring local processes for dealing with visitors, contractors and others are adhered to at all times.
· Maintain oversight of expiring right to work checks through the Single Central Record and liaise with the People Business Partner as applicable.
· Work with the Site Manager to complete termly compliance self-assessments and deal with any compliance audits at the setting.
· Undertake any other duties that reasonably fall within the purview of the post, which may be allocated after consultation with the postholder. This may include supporting other schools within Maiden Erlegh Trust or taking ownership of a Trust-wide system or policy area.

Other requirements and responsibilities
Level of DBS required: Enhanced with Children’s Barring List.

Maiden Erlegh Trust retains the right to implement changes in job descriptions and person specifications to reflect changes in the demands of the post. Where this is necessary this will be done in consultation with you.

Maiden Erlegh Trust is an Ethical Leadership Pathfinder organisation and we are committed to safeguarding, equality and promoting the welfare of children and young people. We are also committed to having the highest expectations of pupils/students and colleagues, and supporting everyone to reach their full potential. All employees of the school and Maiden Erlegh Trust are expected to share these commitments. All posts require satisfactory employment checks and references and a satisfactory enhanced Disclosure and Barring Service check. All Leadership roles will require a Section 128 check.
provides opportunities to learn from colleagues, contribute to improvement initiatives, and strengthen our community. The postholder will be required to contribute to wider strategic decisions relating to the subject provision across the secondary Hub and the wider Trust.
The postholder may occasionally support other Maiden Erlegh Trust schools, promoting collaboration, professional growth, and the sharing of effective practice. This cross-Trust work provides opportunities to learn from colleagues, contribute to improvement initiatives, and strengthen our community. The postholder may also support other schools within Maiden Erlegh Trust or take ownership of a Trust-wide system or policy area, following consultation where appropriate.




Maiden Erlegh Trust is an Ethical Leadership Pathfinder organisation and we are committed to safeguarding, equality and promoting the welfare of children and young people. We are also committed to having the highest expectations of pupil/students and staff and supporting everyone to reach their full potential. All employees of the school and Trust are expected to share these commitments. Employment with the Trust constitutes regulated activity, all posts require satisfactory employment checks and references and a satisfactory enhanced Disclosure and Barring Service check. All Leadership roles will require a Section 128 check.
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