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 Assistant Operations Manager 
 

Grade and Salary Grade 5: £27,006 - £28,858 actual salary per annum pro rata  

(£31,537 - £33,699 FTE) 

Working pattern 37 hours per week / 39 weeks per year (term time only plus INSET days) 

Contract term Permanent 

 

The School: 

Friesland School is a values-centred organisation, and we strive to live up to our ethos of Ambition, 
Teamwork, Honesty and Respect in everything that we do. Our school is a vibrant and energetic 
educational environment, where we prioritise the academic, personal and cultural education of all our 
students. At Friesland we have high expectations of ourselves and those around us, working 
collectively to develop and improve whilst enhancing the life opportunities of our students. We have a 
long track record of high attainment at both Y11 and Y13, alongside a wide and varied extra-
curricular provision.  

As someone interested in a role at our school, we would urge you to come to visit us and see 
Friesland School for yourself, as there is no better way to learn about our wonderful school and what 
we offer. 

The role:  

The Assistant Operations Manager role is varied, and no two days will be the same! The postholder 
will be responsible for ensuring the smooth operation in which the school functions in respect of 
reception, office administration and customer service, alongside supporting the Operations Manager 
and Headteacher in the efficient running of our school. 

The person:  

The successful candidate will be highly organised, have excellent verbal and written communication 
skills along with strong administrative and good line management skills. They will be flexible and able 
to both lead by example and delegate effectively. The successful candidate will be a team player but 
also decisive when required.  

They will be able to demonstrate the ability to prioritise and deal with competing demands, keeping a 
focus on delivering excellent service to staff, families and visitors alike. 

Why join us? 

There are many reasons to choose The Two Counties Trust as a great place to start or continue your 
career. 

We recognise the importance of a happy, healthy, rewarded and well motivated workforce and as 
such we have developed our HR strategy to invest in our employees. We have removed appraisal and 
appraisal related pay progression, changing the focus from validation to professional growth and 
enabling all our employees to get better all the time. 

We are fully committed to supporting your career and professional growth through a range of routes 
both within schools and across the Trust and we offer extensive professional learning opportunities 
for all employees. 

 
We offer: 

• Highly competitive pay and pay progression opportunities.  

• We do not operate appraisal or appraisal related pay progression. All employees participate in our 
Professional Learning Scheme which supports colleagues to develop their expertise and benefit 
from valuable professional learning. 

• An array of employee benefits and lifestyle options including discounted healthcare, gym 
membership and extensive high street retail discounts. 

• Entry to a career average pension scheme. 
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• Opportunities to experience and share practice in our partner schools across the Trust. 

• A stimulating, supportive and rewarding working environment with a dedicated team of like-
minded professionals. 

• Excellent opportunities to develop your skills and experience and to progress your career. 

• We take the wellbeing and health of employees seriously. We have a range of support mechanisms 
and benefits available to employees and the Trust has signed up to the Education Staff Wellbeing 
Charter. 

 

Applications must arrive by:  Friday 13 March 2026 at midday. 

Interviews will be held on:  Monday 23 March 2026.  

 

It is an offence to apply for this role if you are barred from engaging in Regulated Activity 
relevant to children. 

We are committed to safeguarding and promoting the welfare of children and young people. An offer 
of employment will be subject to the receipt of a satisfactory enhanced level DBS disclosure with a 
children’s barred list check, two satisfactory references and successful completion of vetting 
procedures. 

In accordance with the statutory guidance Keeping Children Safe in Education (KCSIE), an online search 
will be conducted as part of due diligence on shortlisted candidates and a social media check will be 
required as a condition of employment.  

We are committed to recruiting and retaining a diverse workforce and candidates with a disability who 
meet the essential job criteria will be given an opportunity to demonstrate their abilities at interview. 
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JOB PROFILE  
 

 
 

Corporate responsibilities: 

• To ensure that the responsibilities of the role are carried out in a way which reflects the mission and 
the values of the Trust.  

• To be aware of and observe all policies, procedures, working practices and regulations, and in 
particular to comply with policies relating to Child Protection, Equal Opportunities, Health and 
Safety, Confidentiality, Data Protection and Financial Regulations, reporting any concerns to an 
appropriate person.  

• To uphold our commitment to safeguarding and to promote the wellbeing of children.  

• To contribute to a culture of continuous improvement.   

• To comply with all reasonable management requests.  

 

Key responsibilities: 

• Providing a comprehensive and confidential operational and administrative support function to the 
Headteacher and Senior Leadership Team. 

• Managing the Outlook calendar and inbox of the Headteacher in accordance with their 
requirements.  

• To review the school calendar, enrichment calendar and room bookings to identify and resolve 
clashes or issues. 

• To assume the role of the Educational Visits Co-ordinator. 

• To support with the induction of new members of staff, including administration and photographs. 

• To support the cover supervisor at busy periods, such as exams, and carry out aspects of the cover 
role during any period of absence. 

• To provide contingency cover for key aspects of the Exams Officer role if the post holder is absent 
during a trial exam or external exam season.  

• To take on the role of TPLA administration, including Professional Development Day champion. 

• Managing own workload whilst supporting the Headteacher with tasks to meet their deadlines in a 
fast-paced environment.  

• Advocating School and Trust goals and objectives in all engagements and interactions.  

• Screening phone calls and other correspondence received for the Headteacher and Senior 
Leadership Team.  

Job title: Assistant Operations Manager  

Responsible to: Operations Manager 

Salary / Grade: Grade 5: £27,006 - £28,858 actual salary per annum pro rata  

£31,537 - £33,699 FTE 

Working hours / weeks: 37 hours per week / 39 weeks per year (term time only plus INSET days) 

Core purpose To provide administrative support to the Headteacher and Senior Leadership 
Team. 
To support the Operations Manager, acting as their deputy when required. 

To be the Educational Visit Coordinator, reviewing and approving educational 
visits to meet Trust policy and safety requirements. 
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• To support with the administration of Year 10 and Year 12 work experience and employability week.  

• Overseeing all administrative elements of meetings including organisation and scheduling, 
accurately recorded and follow up of actions to ensure they are completed by the deadlines 
agreed.   

• Making travel arrangements including booking transportation, hotels and conferences.  

• Coordinating arrangements for visitors to the school. 

• Preparing documents, presentations, reports and materials as required. 

• Managing the annual calendar, schedules of meetings and business for the Senior Leadership 
Team. 

• Recording and maintaining related parties transactions to ensure compliance with Academies Trust 
Handbook, maintaining the gift register. 

• Ensuring that the statutory information on the website is kept up to date in conjunction with the 
Trust’s Marketing Team. 

• Managing school communications internally and externally under the direction of the Headteacher, 
Senior Leadership Team and Operations Manager. 

• Supporting the Operations Manager in an administrative capacity to fulfil their role. 

• Deputising for the Operations Manager during their absence to ensure continuity of service. 

• Providing broadened support to ensure the successful delivery of School and Trust-wide activities.    

Notes 

This document is an overview of the role. The responsibilities will include but will not be limited to those 
listed above and it is anticipated that the role will evolve over time and as such the duties may change. 

This document does not form part of the contract of employment.  

It is an offence to apply for this role if you are barred from engaging in Regulated Activity 
relevant to children. 

This post will have regular contact with children and as such a satisfactory enhanced disclosure from 
the Disclosure and Barring Service (DBS) with a Children’s Barred List Check is required as a condition 
of employment.  

In accordance with the statutory guidance Keeping Children Safe in Education (KCSIE), an online search 
will be conducted as part of due diligence on shortlisted candidates to identify incidents or issues that 
may have happened, and which are publicly available online, which we may need to explore with 
shortlisted candidates. 

Candidates for management positions will also require a satisfactory Section 128 check. 
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PERSON SPECIFICATION 
 

Role: Assistant Operations Manager E/D A I 

Qualifications & Training 

1 Educated to minimum Level 3 and hold Level 2 or equivalent in English and Maths. E   

2 Relevant Business Administration qualification. D   

Experience 

3 Experience of working in administrative capacity.  E   

4 Experience of working in a school environment. D   

5 Experience of organising meetings, papers and minutes.  E   

6 Experience of working for a range of people. E   

Knowledge & Understanding 

7 An understanding of the mission and values of the Trust. E ✓ ✓ 

8 An understanding of safeguarding issues and promoting the welfare of children. E  ✓ 

9 Understanding of KCSIE.  D   

10 Understanding of school administration systems. D   

Skills & Abilities  

11 Ability to form and maintain appropriate professional boundaries with children. E  ✓ 

12 Able to communicate effectively with others at all levels. E   

13 Able to work independently or as part of a team as required. E   

14 Highly organised and able to manage a diverse workload. E   

15 Clear written skills. E   

16 Strong IT skills. E   

17 Strong proof-reading skills. E   

18 Able to convey information clearly and appropriately in person. E   

19 Able to deal with confidential information and maintain confidentiality. E   

Personal Attributes 

20 Approachable, but able to form professional boundaries quickly. E   

21 Be passionate about the school and the education of our students. E   

22 Proactive and able to forward plan. E   

23 Devises solutions rather than delivers problems. E   

24 Attention to detail and tenacious in following actions through. E   

25 Resourceful under pressure with the ability to prioritise workloads to meet agreed 
deadlines. 

E   
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Other  

26 A commitment to uphold and promote equality of opportunity.  E  ✓ 
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HOW TO APPLY 
 

MyNewTerm is our recruitment platform so please go to https://mynewterm.com/trust/The-Two-
Counties-Trust/16093 to apply for this role online. 

If you do not wish to apply online you can request an application form from HR@ttct.co.uk to be 
returned via e-mail. 

Please ensure that you set out in your application on no more than 2 sides of A4, why your experience 
and ambition is a good fit for the role of Assistant Operations Manager within Friesland School. 

In order to comply with Safeguarding requirements, you must complete either an application form or 
apply online via MyNewTerm. We cannot accept a Curriculum Vitae as an application for this post. 

Please note that we receive a large number of applications and so unfortunately cannot provide 
feedback to everyone. If you have not been contacted within four weeks of the closing date you 
should assume that your application has not been successful on this occasion. 

 

Applications must arrive by  Friday 13 March 2026 at midday. 

Interviews will be held on  Monday 23 March 2026.  

 

https://mynewterm.com/trust/The-Two-Counties-Trust/16093
https://mynewterm.com/trust/The-Two-Counties-Trust/16093
mailto:HR@ttct.co.uk
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