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   DESCRIPTION

   	                                            Job Title: 
Academy Operations Manager    
    
				Location: 
     	THOMAS MIDDLECOTT ACADEMY 


	Job Purpose:
	This is an important and high-profile role working as part of the Academy Senior Leadership Team and in conjunction with the Central Operational Teams. The role holder will be responsible for leading the implementation and compliance of the operational support functions of the Academy including Administration, HR, Payroll, Maintenance & Facilities, Health & Safety, Catering, Cleaning and Finance, in accordance with Trust policy and procedures. 

	
	

	
	

	Background: 

	The David Ross Education Trust (DRET) is a network of academies with a geographical focus on Northamptonshire, Leicestershire, Lincolnshire and Yorkshire/Humber region and London.  The network is a mix of primary, secondary and special academies and a mix of those that have chosen to join DRET on conversion and those that are sponsored academies.


	
	

	Reporting To:
	 Academy Principal




	
	



David Ross Education Trust | Charnwood College| Thorpe Hill | Loughborough | Leicestershire | LE11 4SQ
KEY RESPONSIBILTIES AND ACCOUNTABILITIES

MAIN DUTIES AND RESPONSIBILITIES 
	
STRATEGIC LEADERSHIP
· To play an active role as part of the Academy Senior Leadership Team (SLT); advising the Principal and SLT colleagues on all matters relating to the Central School Operating Model encompassing HR/Payroll Admin, Finance Admin, Health & Safety, Maintenance & Facilities, Catering, Cleaning, Administration and Operational Compliance.
· To liaise with the Central Operational Teams to ensure the implementation of trust-wide policies and procedures throughout the Academy. 
· To provide day-to-day line management and leadership for all operational support staff on site including the Administration team and Site team. Where applicable, to provide the same for the Lettings, Cleaning and Catering teams and any other support function, as agreed with the Principal.
· To prepare and submit relevant information to the Principal, Academy Scrutiny Committee, Central Operational Teams and other outside agencies as required.
· To participate fully in wider Academy life by supporting out of hours events including, but not limited to, Open Evenings, Parent Evenings, Awards Ceremonies and Music Concerts. 

GENERAL ACADEMY SUPPORT & ADMINISTRATION
· To provide both organisational and complex professional personal support to the Principal and SLT as required. 
· To work with the Personal Assistant to the Principal where applicable to manage the admissions process, negotiating and coordinating on sensitive and confidential issues with parents, the Academy Scrutiny Committee and external stakeholders. In the absence of a Principals PA, to take accountability for this function. 
· To manage the admin function to provide confidential administration support, as directed by the SLT, and to provide ad-hoc support and adhere to ad-hoc requests as appropriate.  
· To support the Administration team with the maintenance of electronic diaries and a calendar of activity for the Academy. 

FINANCIAL SUPPORT
· To support the Principal, working in conjunction with the Central Finance Business Partner, in the creation of the annual budget for the Academy. 
· To support the Principal and SLT colleagues in overseeing all Academy expenditure in line with the Academy Budget.
· To take a lead, on behalf of the principal, in managing operational expenditure, in line with the annual budget.
· To ensure that all proactive and reactive investment is considered and value for money.
· To support the Administration team to undertake general financial responsibilities, including raising purchase orders, goods receipt and approving invoices. 
· To ensure that the Academy complies with all Finance policies, procedures and guidelines as laid out by the Central Finance team. 





HUMAN RESOURCES (HR) SUPPORT
· To maintain a full and confidential record system for staff, notably the Single Central Record (SCR). 
· To work with the Central HR team to coordinate Academy based recruitment. 
· To critique the accurate completion and compliance of appropriate documentation in order to ensure that contractual and payroll information is recorded and accurately maintained. 
· To liaise with the Central HR team over all Starters, Contract Variations and Leavers. 
· To oversee the Staff Absence Management Process at the Academy, as set out by the Central HR Team, to include conducting Return to Work interviews and informal and formal welfare meetings.  
· To liaise with the Central Payroll and Pensions Officer as appropriate to escalate and resolve any pay queries raised, to include the monthly approval of the Academy Payroll.
· To undertake annual data collection for all employees in accordance with Trust-wide arrangements and the Annual Workforce Census.
· To ensure operational staff training is completed and all staff training is recorded appropriately.

FACILITIES & ESTATES
· To work strategically with the Central Facilities & Estates teams to produce a Premises Development Plan including lifecycle works and the project managing of building projects and capital & enhancement works. 
· To provide leadership to the Site Team to ensure the proper maintenance and repair of the Academy is carried out and that progress is monitored.  
· To act as the first point of contact for, and ensure the appropriate monitoring, of all service contracts including Cleaning, Catering, Grounds Maintenance, Waste Disposal, Utilities, Hygiene and Pest Control.
· To ensure the work of on-site contractors is monitored, in line with the Trust Contractor Procedures.
· To oversee the letting of Academy premises and the development of all school facilities for out of hours use, acting as the first point of contact for the Lettings Management company where appropriate. 

HEALTH & SAFETY
· To take responsibility for the implementation of all Trust-wide Health and Safety policies and procedures across the Academy by advising the SLT on best practice to ensure that DRET fulfils its statutory obligations and minimises risk to students, staff, volunteers and visitors to the Academy at all times.
· To support the Central Health & Safety Manager with developing and reviewing existing policies and procedures as required.
· To maintain the Health and Safety Management System and develop the annual Health and Safety Action Plan for the Academy. 
· To develop and implement interventions to review and test the Academy health and safety culture; enforcing compliance where necessary and supporting the SLT to improve their understanding and adoption of policies.
· To proactively engage with internal and external stakeholders to make them aware of their health and safety responsibilities and accountabilities.
· To coordinate (and where necessary, lead) all Health and Safety investigations, ensuring that detailed and timely reports are produced, with clear action plans and a thorough review. 



OTHER
· To act as the first point of contact for the Academy for all operational issues, working with the SLT to prepare and communicate information as required.
· To cascade Trust-wide updates throughout the Academy. 
· To provide ad-hoc support to other Academies as appropriate.
· To undertake any other duties commensurate with this role as required, in particular supporting all levels of leadership with operational work.
· The occasional flexibility to travel across the UK.
· To safeguard the integrity of all Trust data by ensuring the accurate input and audit, as required, of information being inputted to DRET systems.









PERSON SPECIFICATION
Your application will be reviewed against the essential and desirable criteria listed below.
Applicants are strongly advised to explicitly state and evidence how they meet each of the essential (and desirable) criteria in their application. Stages of assessment are as follows:
1 – Application
2 – Test/Presentation
3 – Interview


	

	Essential 
	Desirable 
	Assessed 

	Qualifications and Professional Development 
	
	
	

	· Educated to GCSE-level or equivalent, including English and Mathematics.
	· 
	
	

	· A full, clean driving license.
	· 
	
	

	· To be a skilled user of Microsoft Office, with the ability to produce, create and edit documents using Word, Excel, PowerPoint, and Outlook.
	· 
	
	

	· Related Degree level qualification
	
	· 
	

	· Formal Administration Qualification
	
	· 
	

	· ISBM/DSBM Qualification
	
	· 
	

	· ECDL Qualification
	
	· 
	

	· Project Management Qualification, e.g., PRINCE.
	
	· 
	

	Experience 
	
	
	

	· Experience of working in an Operationally demanding role
	· 
	
	

	· Experience of working independently with little supervision.
	· 
	
	

	· Experience of organising senior meetings.
	· 
	
	

	· Experience of extensive, ever-changing demands.
	· 
	
	

	· Experience of contractor management
	· 
	
	

	· Experience of working within a multi-site organisation.
	
	· 
	

	· Experience of procurement and tender management
	
	· 
	

	Skills and Knowledge 
	
	
	

	· Able to maintain the strictest confidentiality and integrity at all times.
	· 
	
	

	· Sensitivity when collaborating work with colleagues at all levels
	· 
	
	

	· Highly organised and efficient and able to work to tight deadlines, often under pressure.
	· 
	
	

	· Excellent written and verbal communication skills with the ability to relate well to a wider range of stakeholders
	· 
	
	

	· Able work under your own initiative and deal with demands of a geographically dispersed team.
	· 
	
	

	· Ability to work as part of a diverse team.
	· 
	
	

	· Able to promote the safeguarding and welfare of children and young people across the Trust.
	· 
	
	

	· Willingness to ensure that equal opportunities are promoted and developed across the Trust
	· 
	
	

	· Able to promote inclusion at all levels.

	· 
	
	

	· Able to organise, lead and motivate staff at all levels.
	· 
	
	

	· Knowledge and understanding of Educational IT systems including Bromcom and PSF.
	
	· 
	

	Equal Opportunities 
	
	
	

	· A commitment to promoting equality and diversity, providing an inclusive and co-operative environment in which all students and individuals working for and on behalf of the organisation feel respected and able to give of their best. 
	· 
	
	

	Safeguarding 
	
	
	

	· Committed to promoting the welfare of all children and creating a safe environment in which children can learn; considering, at all times, what is in the best interests of the child. 
	· 
	
	

	· Play an important part in the wider safeguarding of children – identifying concerns, sharing information and taking prompt action to safeguard and protect them.
	· 
	
	

	· Aware that the Trust will take all steps to prevent those who pose a risk of harm from working with children. Recruitment procedures ensure rigour in identifying and rejecting people who might abuse children.
	· 
	
	

	Health and Safety 
	
	
	

	· Aware of Health & Safety and Safeguarding as appropriate to role
	· 
	
	


Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.

The duties of this post may vary from time to time without changing the general character of the post or level of responsibility entailed.

The Academy will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

This Job Description is current at the time of printing but will be reviewed on an annual basis and, following consultation with you, may be changed to reflect or anticipate changes in the job requirements which are commensurate with the job title and grade.

The David Ross Education Trust is committed to safeguarding and promoting the welfare of children and applicants must be willing to undergo vetting appropriate to the post, including a social media presence check and Enhanced DBS check. The successful applicant will be expected to adhere to all safeguarding, welfare and health and safety policies and procedures of the Trust. 

All pre-employment checks are in line with "Keeping Children Safe in Education" statutory guidance.
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