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	LEARNERs’ Trust
Eckington Business Centre 2,
8 Gosber Street, Eckington,
Sheffield, S21 4DA



Job Description and Person Specification

	Job Title
	Operations Support Officer 

	Location
	LEARNER HQ, Eckington Business Centre II, S21 4DA

	Reporting to
	Trust Operations Manager

	Hours
	Full time/ 37 hrs per week

	Salary 
	£28,598 - £31,022.00



Job Purpose
To provide effective operational, administrative and project support to the Trust Operations Manager and Chief Operations Officer, ensuring the smooth day to day running of Learners’ Trust operations. The postholder will support policy compliance, operational processes, internal communications, staff engagement initiatives and the delivery of operational projects across the Learners’ Trust.

Main Duties and Responsibilities
To provide comprehensive administrative support to the Trust Operations Manager and COO, to include:

· Managing operational email queries, responding to routine requests and escalating issues as appropriate.
· To Support business-as-usual operational activity, including maintaining records, coordinating information and producing documentation as required.
· Liaising with suppliers to achieve best priced quotations and raising of purchase orders in accordance with Trust financial procedures 
· To support the organisation and coordination of internal operational meetings, including scheduling, preparing agendas, papers, and tracking actions.
· To support the review, updating and management of operational policies, ensuring version control and compliance with Trust and statutory requirements.
· To assist with the coordination of policy approval processes and the communication of updated policies across Learners’ Trust.
· To support operational compliance activity, including audits, inspections and information requests.
· To provide administrative and coordination support for operational projects led by the Trust Operations Manager.
· To assist with project planning, tracking actions, maintaining timelines and preparing project documentation.
· To liaise with internal and external stakeholders to support the effective delivery of projects.
· To support the planning and delivery of staff engagement and wellbeing initiatives across the Trust.
· To assist with promotional activity, internal communications, events and campaigns related to staff engagement and wellbeing.
· To support the collection of feedback and evaluation of initiatives to inform future activity.
· To communicate effectively and professionally with Learners’ Trust staff and external partners.
· To handle sensitive and confidential information with discretion at all times.
· To contribute to the positive ethos and values of Learners’ Trust.
· To comply with all Learners’ Trust policies and procedures, including those relating to safeguarding, data protection, health and safety, and equality.
· To undertake any other reasonable duties commensurate with the role, as directed by the Trust Operations Manager.


Person Specification

Essential Experience
· Experience of providing high-quality administrative or operational support within a busy office environment
· Experience of managing email inboxes, responding to routine queries and escalating issues appropriately
· Experience of coordinating meetings, including scheduling, preparing agendas and supporting action tracking
· Experience of maintaining accurate records, documentation and version control
· Experience of liaising with internal and external stakeholders in a professional manner
· Experience of handling confidential and sensitive information with discretion

Essential Knowledge and Skills
· Strong organisational and time-management skills, with the ability to prioritise competing demands
· Excellent written and verbal communication skills, with attention to detail
· Good working knowledge of administrative and operational processes
· Ability to produce clear, accurate documentation and reports
· Confidence in using IT systems, including Microsoft Office (Word, Excel, Outlook, PowerPoint) or equivalent
· Ability to work collaboratively as part of a team and independently when required
· Understanding of the importance of policy compliance and operational procedures
· Professional, proactive and solution-focused approach to work

Essential Qualifications
· GCSEs (or equivalent) including English and Mathematics at grade C/4 or above

Desirable Knowledge and Skills
· Knowledge of operational compliance, audits or inspection processes
· Understanding of policy development, approval and implementation processes
· Experience of supporting projects, including action tracking and timeline management
· Experience of supporting staff engagement, wellbeing initiatives or internal communications
· Familiarity with financial processes such as purchase orders and supplier liaison
· Knowledge of working within an education or public sector environment

Desirable Qualifications
· NVQ Level 3 or above in Business Administration, Project Support or a related field
· Relevant administrative, operational or project management training or certification




	LEARNERs’ Trust is a private company limited by guarantee, with charitable status, registered in England and Wales: 
Company Number: 10224802.
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