	Bower Learning Partnership 
Job Description
Head of Operations


	Job Title:
	Head of Operations

	Responsible to:
	Executive Headteacher

	Hours:
	37 Hours a week – All year round

	Contract Type:
	Full time

	Salary
	Grade 6


Main Purpose of the Role
The Head of Operations will provide strategic and operational leadership of the Bower Learning Partnership’s business functions, ensuring efficient, compliant and high-quality services that enable school leaders to focus on improving outcomes for children. 
Working as a key member of the Executive leadership team, the postholder will lead and develop a centralised business service model, while actively contributing to the partnership’s growth, sustainability and long-term vision. 
· Contribute to the strategic direction and future development of the partnership, working closely with the Executive Headteacher and Governing Board.
· Lead the development of the central team to ensure that it delivers value for money, consistency and high-quality support across the schools.
· Identify opportunities for growth, collaboration, innovation and efficiency, including expansion of services and partnership development.
· Provide professional advice to leaders and Governors on operational risk, compliance, sustainability and safeguarding. 
· Provide line management, including coaching, mentoring and accountability for the key service leaders, HR, Admin, Finance, Estates, Catering and IT. 
· Develop, implement and monitor policies, procedures and service-level agreements across the partnership.
· Ensure regular, highly professional and efective marketing, including through style and presentation of documentation along with social media and websites.
· Work closely with the Executive Headteacher, supporting the growth and development of the partnership, including working strategically with the Local Authority, DfE and other regulatory bodies.
· Have oversight of contracts management, ensuring effective systems are in place which ensure efficient working within the central team. 
· Develop professional development opportunities for staff across the partnership, including through induction, training, research, networks and working groups. 
· Work with the highest level of confidentiality and sensitivity. 
Strategic Leadership
	Work closely with the Executive Headteacher and as part of the Executive Leadership team to grow and develop the partnership, ensuring alignment with the core values and vision.

	Keep up-to-date with regulations, inspection frameworks and legal and statutory requirements.

	Work closely with the Governing Board to ensure they hold strategic responsibility for the schools. 

	Ensure there are clear plans for Business continuity and critical incident, to ensure that significant incidents are managed calmly, professionally and with planned responses. 

	Develop, implement and monitor policies and procedures across the partnership, holding leaders to account for their consistent implementation. Ensuring oversight of the annual policy cycle. 

	Lead the development of the central services for the partnership, ensuring efficient and effective working, ensuring that statutory and expected deadlines and priorities are met.

	Work with the Executive Headteacher to represent the Bower Learning Partnership with the LA, DfE and other bodies to create and develop opportunities for growth and development. 

	Work closely with Heads of School and other leaders, provide guidance, critical friend, professional challenge on operational risk, compliance and sustainability. 

	Analyses data from a range of sources to evaluate the effectiveness of the partnership. 

	Support the Executive Headteacher and Governing Board to explore new partnership opportunities, support school improvement through strong operational infrastructure and prepare for growth, consolidation or structural change. 


Operational Management
	Hold operational oversight of the central service functions, including IT, Finance, HR, Estates, Catering, and Administration. 

	Ensure services are compliant with statutory, regulatory, and safeguarding requirements. 

	Monitor service level agreements across the partnership to ensure effectiveness.

	Contract management, ensuring clear oversight of all contracts and service arrangements.

	Oversee partnership events, ensuring marketing, efficient smooth operations, including INSET, joint training, professional open days and other agreed events. 


Financial leadership 
	Work closely with the Executive Headteacher and the Strategic Finance leader to set and monitor budgets throughout the year. 

	Support the long term and medium-term financial planning, including planning for future projects across the partnership

	Ensure strong financial controls and value for money decisions.

	Report strategically on financial matters to both the Executive Headteacher, Governing Board and the Executive Steering group for the partnership

	Hold finance team accountable for adhering to expected and statutory timelines, effective reporting to meet the needs of the audience, and regulatory compliance. 

	Support funding strategy, resource allocation, and business planning aligning educational practices.

	Explore grants and other funding sources to generate income for the partnership of schools and for improved outcomes for children. 


Human Resources
	Ensure compliance within the work of the HR team, including SCR, Safer Recruitment, and implementation of key policies. 

	Hold oversight of recruitment across the partnership, developing consistency and quality of adverts, documentation and processes. 

	Develop professional development opportunities for staff at all levels across the partnership, developing apprenticeship opportunities, training and research opportunities for all staff. 

	Oversee the induction process for all new staff, onboarding, and ongoing probation procedures. 

	Develop the partnerships wellbeing services for staff, actively finding solutions to reduce staff absence

	Ensure compliance with support for staff and reasonable adjustments, ensuring clear strategy to support staff with timely reviews and monitor effectiveness.

	Lead and manage the central business team leaders, promoting high standards of professional practice, accountability and clarity of roles.

	Creating a positive, psychologically safe working culture which works with the highest degree of confidentiality, professionalism, and sensitivity. 


Estates, compliance and risk 
	Oversee estates strategy, health and safety, business continuity and risk management across all sites within the partnership.

	Support, challenge and hold school leaders to account on compliance with regulatory bodies, including CLEAPSS, Ofsted and DfE in terms of use of the buildings and specialist spaces

	Support the Estates leaders to ensure compliance and adherence with the LA requirements as part of the PIP (Property Investment Plan) to complete projects across the schools

	Ensure robust systems in place for statutory compliance, audits and inspections. 

	Have oversight of the Risk Register which is up to date and identify all known or perceived risks across the partnership, identifying plans to support the level of risk to ensure manageable and wherever possible foreseen. 

	Hold oversight of asset management, ensuring items are logged, monitored, and managed. 

	Manage insurance claims for damages, failures and incidents to ensure these are managed timely and outcomes tracked and reported.

	Ensure compliance with recording serious incidents, near miss and injuries, including statutory reporting to RIDOOR, analyse and report data to the Executive Headteacher at regular periods. 

	Strategic oversight of the vehicle fleet, continually monitoring usage, damage, breakdowns and work with the Estates Compliance Officer to work on plan to review, renew and upgrade over time. Ensure this is built into financial planning, grant funding bids and reporting to Executive Headteacher and Governing Board. 


Administration 
	Oversee systems across the partnership to ensure compliance, consistency, efficiency and effectiveness. 

	Ensure school censuses are completed timely across the partnership, and these are completed accurately. 

	Ensure the office functions of all schools are effective and efficient and work with office managers to look at ways of improving systems and processes. 

	Ensure the work of the partnership is GDPR compliant at all times and ensure clear data sharing agreements are in place across all schools within the partnership and wider organisations. 

	Ensure data breaches are reported timely, actions put in place and there is a clear strategy to minimise risks of breaches. 


IT Leadership 
	Strategic oversight of IT, holding IT leaders to account for effective, compliant and efficient IT systems across the Partnership

	Analyses help desk and work of the IT team to ensure distribution of work across the schools; support is effective, timely and appropriate. 

	Hold IT leaders to account for strategic development across the partnership, ensuring continuous improvements and upgrades, building into budget planning and forecasting. 

	Ensure filtering and monitoring systems are in place, working effectively and compliantly. Analyses data periodically to see trends, patterns and areas of concerns to feedback into educational leadership to improve outcomes for children. 


Safeguarding
	Ensure safeguarding is a top priority at all times, ensure Level 3 (DSL) training is up to date.

	Attend Safeguarding meetings where required to provide critical friend, professional challenge, data analysis. 

	Actively promote and support a strong culture of safeguarding across all operational services. 

	Ensure operational systems support safer recruitment, site security, and wellbeing for staff and children. 

	Support DSL’s where needed to advise, guide, support, mentor through complex cases. 

	Support DSL briefings within the Partnership, ensuring sharing of up-to-date information, rapid review outcomes and alignment with Somerset Children’s Partnership Board, NSPCC and wider services and bodies. 

	Be a trained safeguarding supervisor, supporting staff where required. 


In addition to the roles outlined in this job description, there may be other tasks requested from the Executive Headteacher which are commensurate with this role. 
Key to this role, is to uphold the highest level of confidentiality, professionalism and integrity and to act in accordance with the partnership’s values and ethos at all times. 

