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Operations Assistant (Central Team) Job Description
Brighter Futures Educational Trust is committed to creating a diverse workforce. We will consider all qualified applicants for employment without regard to sex, race, religion, belief, sexual orientation, gender reassignment, pregnancy, maternity, age, disability, marriage or civil partnership.
Job details 
	Grade and salary
	H4/1
FTE: £26,215 (subject to April 2026 inflationary increase)
Actual: £7,272

	Hours/weeks
	12 hours/39 weeks

	Contract type
	Permanent

	Reporting to
	Estates Compliance and Operations Officer

	Responsible for
	N/a

	Last updated
	24/04/2026


Main purpose
[bookmark: _Hlk128405178]The Operations Assistant is responsible for the smooth administration and operation of key support services. The role requires highly developed administrative and organisational skills, outstanding people skills, a passion for efficiency and an attention to detail.
The role is based in the Trust offices at Larwood School, Stevenage.
[bookmark: _Hlk128425890]As Operations Assistant you will be expected to demonstrate the Trust’s mission and values in your working practices. You will be expected to provide flexible, proactive and efficient support across a range of work for the Trust Central Team and will report into the Estates Compliance and Operations Officer.
Duties and responsibilities
Operations
· Assisting with general operational duties, including:
· ensuring documentation is up to date
· maintaining the register of approved suppliers
· take minutes as requested at any operational meeting, in particular Estates and Health & Safety meetings
· respond to general operational issues from teachers and other school-based employees on operational matters
· assist the Central Team with administration needs, in particular the Estates Compliance and Operations Officer
· assist with IT, furniture and equipment (non-curriculum) procurement
· maintain the Trust’s contracts and inventory registers.

· Manage the lettings function, including:

· showing prospective hirers around the premises
· onboarding new hirers including vetting
· ensuring that hire agreements are completed and signed 
· invoicing and chasing payments
· responding to queries

· Administration of the Trust fleet of vehicles, including:
· ensuring vehicles are booked in for MOT and servicing
· DVLA and driver licence checks
· renegotiating leases and liaising with leasing companies
· ensuring adequate fleet insurance is in place
· ensuring compliance with regulations

Other Duties
· Assist with the processing of purchase orders and invoices, ensuring correct authorisations are obtained and are recorded in the relevant system
· Administration of the policy review process and uploading policies to websites
· Undertake any training considered appropriate for the better performance of the job 
· Any other duties as may be required by the Central Team from time to time in support of the overall activities and smooth running of the Trust

Although the role is based at the Stevenage site, it may be required occasionally to travel to one of the other sites
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Registered Office: Larwood School, Larwood Drive, Stevenage, SG1 5BZ
Telephone: 01438 236333 Email: admin@bfetrust.org.uk Website: www.bfetrust.org.uk

Company Number: 10359418




