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WESTCOUNTRY SCHOOLS TRUST
JOB DESCRIPTION

Job Title:     		Cluster Operations Officer
Location:	Across the Trust (based at Plymouth Cluster currently)
Grade/salary:	Plymouth Grade G SCP 26 £37,280 to SCP 29 £39,862
Hours:			37 hours per week, all year round
Reports to:		Cluster Operations Manager
Responsible for:	Office Manager, First Aid Team, Reception Team, Administration Teams, and Premises Manager and any other teams at the direction of the Cluster Operations Manager

Key relationships:	Cluster Operations Manager, Principal, School Leadership Team, School Staff, School Finance Lead, Estates Team, Trust Colleagues (HR, ICT, Safeguarding), Students
Job Purpose
The Operations Officer plays a crucial role in supporting the Cluster Operations Manager, ensuring effective delivery of day-to-day operations while upholding strict adherence to all school and trust policies and procedures. This officer acts as a key point of contact to ensure compliance across the site and supports the Principal, staff, and students by maintaining a safe, orderly, and efficient environment. The Operations Officer also serves as the school's Educational Visits Coordinator (EVC), reinforcing compliance with school and Trust policies for educational visits.

Duties and Responsibilities

Compliance and Support
· At all times demonstrate and uphold WeST’s core values, ensuring that behaviour, actions, and decisions align with the principles that guide our work.
· Reporting to the Cluster Operations Manager and developing school-specific strategic direction and implementation   with responsibility for local accuracy and compliance.
· Manage any school operational functions directed by the Cluster Operations Manager to meet the needs of the business and ensure these meet compliance standards.
· Lead local operations, reliably promoting and implementing policies and processes as set by the Trust and/or Cluster Operations Manager.
· Maintain positive relationships with the Principal, staff, and students, fostering an environment where compliance with established policy and procedures are understood and adhered to.
Decision Making & Escalation
· Manage daily operational matters in accordance with established policies and procedures and escalate as required.
· Ensure all decisions are made in accordance with Trust policy and in alignment with the strategic intention of the Trust/Cluster Operations Manager.
Operational Delivery & Procedure
· Lead and manage to continually improving day-to-day operational functions by promoting adherence to required procedures to the benefit of all stakeholders.
· Act as the first point of contact for routine operational issues, ensuring all solutions align with school policy.
Health & Safety, Risk Assessment & Compliance
· Ensure implementation and compliance with Health & Safety policies in line with the Trust and Cluster Operations Manager policies and procedures.
· Co-ordinate risk assessments for school activities, health and safety checks, and incident reporting, ensuring that all policies and procedures are adhered to.
· Maintaining knowledge by regularly interacting with the Trust Estates Team and completing mandatory training.
Educational Visits Coordinator
· Act as the named Educational Visits Coordinator (EVC), supporting the Principal to ensure compliance with all Trust and school policies and procedures for educational visits.
· [bookmark: _Hlk216856945]Review and approve, as the technical expert, all educational visits and trips, ensuring adherence to established policies and procedures.
· Maintain timely and clear communication with Cluster Operations Manager, Headteacher, and other stakeholders regarding educational visit matters while following established communication channels.
ICT and Communication
· Maintain timely and clear communication with Cluster Operations Manager, Headteacher, and other stakeholders regarding operational matters while following established communication channels.  Provide regular updates and seek feedback on actions taken, documenting all communications appropriately.
Continuous Improvement
· Work with the Cluster Operations Manager to identify operational improvements in operational functions across the schools.
· Promote and safeguarde the welfare of children and young persons.
· To act in accordance with, and actively promote, all Trust policies, including Safeguarding, Health and Safety and Equality & Diversity.
· To participate in Continuing Professional Development (CPD relevant to the role and to engage in Performance Development Reviews (PDRs).
· Preparing and contributing to Trust wide development by sharing best practice and delivering/receiving professional feedback. 
· To retain confidentiality and maintain data and/or files in accordance with Trust policies for data governance, as appropriate for the role. 
This job description provides a general reflection of the main duties and responsibilities of the post at the date of production.  You may be expected to take on other reasonable activities deemed to be within the character of the post to assist in efficient service delivery.  The duties may change over time as requirements and circumstances evolve without changing the general character of the post or level of responsibility.  



PERSON SPECIFICATION  					E = Essential, D = Desirable

	Method of Assessment
The table indicates the possible method/s by which the skills/knowledge/level of competence in each area will be assessed.
	Essential or Desirable
	Application Form
	Interview (or other selection activity)

	VALUES-BASED BEHAVIOURS - It is important to us that your values align with ours:

	Compassion:

	Recognising need in others and acting with positive intention to promote well-being and improve outcomes 
	X
	
	X

	Aspiration:

	Works to high expectations, modelling the delivery of high-quality outcomes
	X
	
	X

	Showing passion, persistence and resilience in seeking creative solutions to strive for continuous improvement and excellence
	X
	
	X

	Integrity:

	Acting always in the interests of children and young people, 
	X
	
	X

	Acting with a consistent and uncompromising adherence to strong moral and ethical principles
	X
	
	X

	Communicating with transparency and respect, creating a working environment based on trust and honesty
	X
	
	X

	Collaboration:

	Creating a shared vision and working effectively across boundaries in an equitable and inclusive way to skilfully influence and engage others
	X
	
	X

	QUALIFICATIONS:

	Good literacy and numeracy skills including English and Maths at L2 or above
	E
	X
	

	Vocational qualifications at L3 or above or higher education qualification
	D
	X
	

	The ability to undertake certification in Educational Visits on a course accredited by the Outdoor Education Advisers Panel (OEAP)
	E
	
	X

	EXPERIENCE:

	Knowledge and experience of leading on the implementation of and adherence to Trust and local policies and procedures including Health and Safety
	E
	X
	

	Line management experience 
	D
	X
	

	Completion of BASICS coaching or willingness to complete
	E
	X
	

	Experience of Educational visit organisation and relevant statutory regulation
	D
	X
	

	Possess, or be willing to work towards, a health and safety qualification (such as IOSH) or substantial demonstrable experience in health & safety. 
	E
	X
	

	KNOWLEDGE, SKILLS AND ABILITIES:

	Excellent organisational skills
	E
	X
	X

	High computer literacy
	E
	X
	X

	Clear communication skills
	E
	X
	X

	FURTHER REQUIREMENTS:

	Routine decision-making within established guidelines
	E
	X
	

	Collaborative working style
	E
	X
	X
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