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JOB DESCRIPTION
Job Title:

Projects Co-ordinator
Salary:    

NJC scp 38, 52 weeks
Responsible to: 
Head of Business


Summary of role 
This is a senior central role within the Trust, working directly with the Head of Business to lead and deliver high-impact operational programmes and service improvements across all schools. The post holder will operate with a high degree of autonomy, coordinating complex, cross-functional work across estates, IT, catering, cleaning, attendance, compliance and information governance.

The role combines strategic programme leadership with operational delivery, ensuring that Trust-wide systems, processes and standards are effectively designed, implemented and consistently applied. The post holder will influence senior stakeholders, resolve complex issues, and drive improvements that have a direct impact on the quality, efficiency and compliance of services across the Trust.

Key External Contacts

Education Agencies, Schools, Parents and Carers, Local Authorities, Suppliers and Contractors
Key Internal Contacts

Across working in all Trust school sites, School Staff, The School Community – Parent, Carers, Pupils and Shared Services Team
Purpose of the job 

To provide high-level operational, project and strategic support to the HOB, coordinating and improving Trust-wide systems across estates, IT, catering, cleaning, attendance and compliance.

The post holder will lead on cross-Trust initiatives, ensure consistency of operational practice, and contribute directly to service improvement and policy implementation across all schools.

Key responsibilities:
Executive and strategic support

1. Provide direct support to the HOB in managing priorities, workflows, and strategic initiatives 

2. Prepare briefings, presentations and reports
3. Support with preparing board-level papers 

4. Lead on follow-up actions from SLT and Trust-wide meetings 

5. Support the implementation of strategic initiatives and major projects (e.g. onboarding schools, capital works, system rollouts)
6. Deputise on operational matters where required 

7. Ensure alignment between central services and school operations
8. Support long term operational planning 
9. Support with coorindating responses to Subject access request and 
Operation delivery and improvement 

1. Support the coordination of Trust operational functions, including:  

a. Estates and compliance (H&S, RIDDOR, audits)
b. IT systems
c. Digital strategy
d. Attendance strategies 

2. Design and implement new operational processes and service models
3. Evaluate existing practices and lead service redesign across multiple functions
4. Develop, embed and maintain standardised templates, trackers, and operational tools 

5. Drive consistency in approaches across the Trust supporting the Operations Handbook
6. Monitor delivery against trust priorities and report progress to HOB

7. Contribute to development of operational policy and strategic priorities
8. Influences deployment of significant operational resources (estates, IT systems, contracts) through project leadership
Governance, risk and compliance leadership  

1. Establish and enforce programme delivery standards and frameworks across all operational functions
2. Lead the oversight of trust-wide compliance frameworks (Health and Safety, safeguarding, GDPR, statutory obligations

3. Develop and implement systems to monitor compliance assurance across all sites 

4. Support audits, inspections, and internal reviews 

5. Ensure policies and procedures are implemented consistently across all sites 

6. Escalate risks and provide mitigation recommendations

7. Identify systemic risks and provide recommendations to senior leaders 

8. Support external inspections and provide assurance reporting to Trustees
9. Support on areas of complex compliance including data protection, SARs and FOI responses, ensuring statutory and regulatory requirements are met

Project Management and service improvement
1. Lead and coordinate operational projects across multiple sites, ensuring:  

a. Clear plans, milestones, risk logs and accountability
b. Progress tracking and reporting to the HoB
c. Stakeholder engagement across multiple schools

2. Support delivery of key Trust priorities (e.g. attendance systems, system implementation (e.g. medical tracker role out), estates programmes)
3. Identify inefficiencies and implement improvement and workflows

4. Contribute to development of operational policies and procedures

5. Lead on business case development, including cost-benefit analysis and options appraisal to inform senior leadership decisions

6.  Ensure alignment of projects with Trust strategy, statutory requirements and service priorities

7. Monitor programme impact and lead post-implementation evaluation to inform continuous improvement
Data, insight and organisational performance
1. Lead the development of operational reporting frameworks and dashboards for school reporting
2.  Analyse complex data sets to identify risks, inefficiencies and improvement opportunities 

3.  Provide insight and recommendations that influence strategic decision-making 

4. Support performance monitoring across all operational services
GDPR and statutory requests 

1. Support with leading Trust-wide coordination of data protection and information governance processes, ensuring compliance with GDPR and associated legislation 

2. Oversee and coordinate responses to Subject Access Requests (SARs) and Freedom of Information (FOI) requests, ensuring statutory deadlines are met and responses are accurate, lawful and compliant  

3. Work with senior leaders and external stakeholders where requests are sensitive, high-risk or reputationally significant 
4. Contribute to systems and records relating to SARs and FOIs, ensuring audit-ready compliance 
5. Identify risks relating to data protection and recommend improvements to systems, processes and staff practice 
Stakeholder and relationship management

1. Work with Headteachers, School Business Managers and central teams 
2. Liaise with external partners (contractors, Local Authorities, auditors) 
3. Provide professional advice and guidance on operational processes
4. Influence senior leaders and stakeholders to secure resources, resolve conflicts and drive delivery of programme outcomes
5. Manage sensitive and complex communications relating to statutory information requests and compliance matters
Governance and administration 

1. Coordinate governance papers related to operations 
2. Ensure actions are tracked and completed 
3. Support policy development and review cycles
4. Ensure major projects meet statutory, regulatory and financial compliance requirements and support audit assurance
Responsibilities
 
1. To work in accordance with and contribute strategically to the trust values, culture and ethos in the day-to-day operation of the job;
2. Be aware of and comply with all policies and procedures including those relating to child protection, health, safety and security, confidentiality, equal opportunities and data protection, reporting all concerns to an appropriate person and ensure that the team are compliant with this;
3. To take appropriate action to identify, evaluate and minimise any risks to health, safety and security in the immediate working environment;
Confidentiality and Data Protection

1. To treat all information acquired through employment, both formally and informally, in strict confidence;
2. To be aware of the school’s responsibilities under DGPR for the security, accuracy and relevance of personal data held on such systems and ensure that all processes comply with this and to promote these principles within the team;
3. Be aware of and comply with policies and procedures relating to child protection reporting all concerns to an appropriate person;  

4. Be aware of all documents produced during the time at the school remain the commercial documents of the school;
The above-mentioned duties are neither exclusive nor exhaustive and the post holder may be required to carry out other relevant and/or reasonable duties as directed by their Head Teacher/Line Manager commensurate with the skills, abilities and grade of the post.

To be alert to issues of child protection, ensuring that the welfare and safety of children attending the School/Nursery is promoted and safeguarded and to report any child protection concerns to the person responsible for child protection using safeguarding policies procedures and practice.

Prevent, identify and minimise risk of interpersonal abuse or violence, safeguarding children and other vulnerable people, initiating the management of cases involving actual or potential abuse or violence where needed. 

Be aware of and update colleagues, as appropriate to comply with current legislation and policies affecting practice, e.g.  Keeping Children Safe
Person Specification
	JOB REQUIREMENTS
	Essential
	Desirable
	Method of Assessment

I/T/A*

	Qualifications 
	
	
	

	GSCE grade C or equivalent in English and Maths
	ü
	
	A

	Diploma in School Business Management/ Certificate in School Business Management/ Business Admin qualification (minimum L3) 
	ü
	
	A

	Experience
	
	
	

	Experience of working in a MAT in a senior role 
	ü
	
	A/I

	Experience of Arbor and PSF (MIS in a school environment)
	ü
	
	A/I

	Strong project management skills
	ü
	
	I/T

	Competent use of IT packages including Word, Excel, and PowerPoint
	ü
	
	A/I

	
	
	
	

	Skills, knowledge and understanding
	
	
	

	Knowledge of key subject areas such as administration, catering, first aid, family support
	ü
	
	

	Good communication skills with a positive and enthusiastic approach with a range of stakeholders
	ü
	
	A/I/T

	High level of personal organisation to accommodate changing demands
	ü
	
	A/I

	Able to prioritise and manage workload effectively to secure successful outcomes within agreed scheduling
	ü
	
	A/I

	Able to work calmly under pressure
	ü
	
	A/I

	Focus on continuous improvement to identify better ways of doing things
	ü
	
	A/!

	Careful attention to detail and commitment to compliance
	ü
	
	A/I/T

	Ability to analyse data and present insights clearly 
	
	
	

	Ability to take on a wider of administrative and organisational tasks
	ü
	
	A/I

	Able to demonstrate a high level of discretion and sensitivity
	ü
	
	A/1

	Ability to work alone or part of a team
	ü
	
	A/I

	Evidence of commitment to safeguarding and protecting the welfare of children
	ü
	
	A/I

	Other Requirements
	
	
	

	A commitment to on-going personal development and willingness to undertake appropriate training 
	ü
	
	

	Appointment to the post is subject to a satisfactory enhanced DBS (Disclosure & Barring Service) check 
	ü
	
	

	This post is exempt from section 4(2) of the Rehabilitation of Offenders Act, 1974, as the duties give you access to persons who are under the age of 18. Applicants are not entitled to withhold information about convictions, which would be regarded as spent for other purposes.
	ü
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