Job Description: Operations Lead
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	Title of Post
	Operations Lead

	Grade and SCP
	PO1, SCP 29-31

	
Hours/Working Weeks
	37 hours per week, Full year or 40 weeks (Term Time plus 2 weeks)

	Post Status
	Permanent

	Accountable To
	Business Manager

	Leading
	Site Team Manager, Operations Administrator, Cleaning Team Supervisor, IT Technician.

	Key Stakeholder
	Catering Manager - Outsourced



Main Purpose

The Operations Lead is responsible for the oversight and management of the school’s operational and health & safety requirements, ensuring compliance, efficiency, and smooth day-to-day running. This includes leading site and administrative and IT teams, maintaining high standards in facilities, security, health & safety, and administration, and ensuring the effective delivery of key school services.

The role requires exceptional organisational, leadership, and communication skills to coordinate multiple teams and ensure a safe, well-managed school environment.

Key Responsibilities

1. Administration, Office and IT Management

· Lead and manage the Operations Administrator and administrative function, ensuring efficient delivery of administrative systems.
· Oversee and monitor the school calendar and internal communication processes.
· Ensure and monitor a robust induction and probation procedures for new support staff.
· Manage last-minute or long-term staffing changes within the admin team, providing cover  for absences when required.
· Hold regular meetings with the Business Manager to review HR, admin and wider school operational matter.
· Support Business Manager in devising and implementing the IT strategy of the school 
· Hold regular meetings with the IT technician to ensure the effective management of IT in line with the school’s requirements.


2. Site & Facilities Operations
· Oversee, manage and ensure effective maintenance of all school’s surfaces including Astros, track, pitches etc.
· Support the Business Manager with building projects as required.
· Develop facility hire / income generation for the premise working with relevant parties e.g. Halo, Site Team Manager, Edge Theatre
· Ensure the school’s minibus fleet is well-maintained, serviced and mini bus and personnel are compliant.
· Manage school minibus bookings including alternative provision requirements.
· Ensure necessary checks are carried out and recorded for drivers of fleet.
· Oversee site maintenance, cleanliness, and security through effective management of the Site Team Manager and Cleaning Team Supervisor.
· Ensure proactive and reactive repairs and maintenance are addressed promptly.
· Manage external contractors and oversee service agreements.
· Oversee and manage lettings including agreements and provisions, including Wenlock Olympic society.
· Oversee events, and coordinate out-of-hours site usage, in conjunction with the Edge Manager.
· Undertake regular site inspections to ensure site is fully compliant and safe.
· Supervise site security, including keyholder duties and alarm call-out procedures.
· Ensure asset register is updated and maintained.

3. Health & Safety Compliance
· Act as the Health & Safety Lead, ensuring compliance with all regulations on a daily basis.
· Oversee and instigate fire drills, lockdown procedures and policies, and emergency planning, lining in with the operations administrator to ensure all duties are assigned and carried out effectively.
· Maintain and regularly review risk assessments for all areas. Implement and maintain centralised risk assessment SharePoint area.
· Monitor accident and ‘near miss’ reports, and ensure compliance with reporting procedures including RIDDOR.
· Ensure all fire safety, PAT testing, and statutory servicing is scheduled and completed for all facilities and assets for all areas within the school (lifts, extractors etc….).
· Ensure all compliance checks are carried out to standard and effectively diarised, this is to include ensuring compliance from the catering team which is outsourced.
· Maintaining and ensuring compliance of all leisure centre related facilities and assets

4. Contract & Resource Management
· Oversee contracts related to catering, cleaning, transport, admin and premises etc, ensuring value for money.
· Maintain the school’s contract register on Every for all contracts: premises, IT, Admin etc
· General contract administration, attending contract review meetings to report on KPIs
· Monitor Arbor to ensure efficiency and effectiveness.

5. Team Leadership & Development
· Conduct regular team meetings to ensure clarity of objectives and responsibilities.
· Ensure appropriate training and professional development for support staff.
· Conduct performance management reviews for direct reports and others within support staff structure as required.








6. Finance 
· Oversee the operation of financial processes
· Ensure all financial transactions are completed in line with school procedures and maintain strong internal controls.
· Develop income generation strategies including grant funding opportunities.
· Manage outstanding income and follow up where required.
· Prepare financial information and reports for the Business Manager.
· Support the Business Manager in budget setting, monitoring, and forecasting.
· Identify opportunities for income generation, such as lettings and school initiatives.
· Ensure compliance with financial regulations and liaise with the Trust finance team and auditors as required.


7. Human Resources
· Monitoring of staff absences, special leave, training and general absence.
· Support Business Manager with absence monitoring / management processes as required.
· Produce absence report for payroll purposes and submit to business manager.

General Responsibilities

· Ensure the smooth running of the school day through effective communication and planning.
· Be responsible for stock ordering, equipment monitoring, and budget adherence for site operations.
· Undertake additional duties as required by the Headteacher.
· Maintain confidentiality and professionalism in all aspects of work.
· Ensure compliance with all school policies and safeguarding requirements.
· Attend relevant SLT weekly meetings and Union Health and Safety meetings.

Professional development
· Help keep knowledge and understanding relevant and up-to-date by reflecting on your own practice, liaising with school leaders, and identifying relevant professional development to improve personal effectiveness.
· Take opportunities to build the appropriate skills, qualifications, and/or experience needed for the role, with support from the school.

Other Responsibilities
· Comply with and assist with the development of policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.
· Be aware of and comply with all school policies and procedures.
· Be aware of and support difference and ensure equal opportunities for all.
· Contribute to the overall ethos and aims of the Schools and Trust.
· Appreciate and support the role of other professionals.
· Attend and participate in relevant meetings, training and learning activities as required.



The postholder may be required to carry out any other duties that are commensurate with the post. Whilst every effort is made to explain the main duties and responsibilities of the post each individual task undertaken may not be identified.

This job description is subject to review, in negotiation with the post holder at any time. However, an annual review of this job description and allocation of responsibilities will take place as part of agreed performance management arrangements.


Signed 	Date 	

Headteacher

Signed 	Date 	

Name 	
Postholder:







	Person Specification – Operations Manager

	
	Essential
	Desirable

	Qualifications
	· Good standard of general education; GCSE English and Maths (Grade C/4 or above) or equivalent
· Relevant qualification in business administration, finance, facilities management, or equivalent professional experience
	· IOSH Managing Safely or equivalent health and safety qualification
· AAT qualification or equivalent finance-related training
· Institute of School Business Leadership (ISBL) membership or related CPD

	Work or Relevant Experience
	· Experience of managing operational services in a school, public sector, or similar organisation
· Experience of financial management including monitoring budgets
· Experience of facilities or site management, including maintenance and contractor liaison
· Experience of health and safety compliance and risk management
· Experience of line managing staff
· Experience of maintaining accurate records and audit-ready documentation
	· Experience of working within a Multi-Academy Trust or school business environment
· Experience of using school management information systems (e.g. SIMS, Arbor, or similar)
· Experience of managing lettings or income-generating activities
· Experience of leading compliance improvement projects

	Skills / Knowledge
	· Strong financial management skills, including budget monitoring, reconciliation, and reporting
· Good understanding of health and safety legislation and compliance requirements
· Ability to manage and prioritise a varied workload effectively
· Excellent organisational and time management skills
· Strong ICT skills, including use of financial and facilities management systems
· Good written and verbal communication skills
· Ability to build effective working relationships with staff, contractors, and external agencies
· Understanding of data protection, confidentiality, and internal controls
	· Knowledge of school funding and academy financial regulations
· Familiarity with planned preventative maintenance (PPM) systems
· Knowledge of procurement processes and value-for-money principles
· Understanding of GDPR and school data management requirements

	Personal Attributes
	· High standards of professionalism, integrity, and confidentiality
· Flexible and proactive approach with a positive, solutions-focused attitude
· Ability to work collaboratively as part of a leadership team
· Commitment to continuous improvement and high-quality service delivery
· Ability to manage change effectively and work calmly under pressure
· Initiative and ability to work independently and take ownership of responsibilities
	

	Special Conditions
	· Willingness to undertake an enhanced Disclosure and Barring Service (DBS) check
· Understanding of and commitment to safeguarding and promoting the welfare of children
· Able to work flexibly to meet the operational needs of the school
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