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JOB DESCRIPTION Academy Operations Manager 
	Job Title: 
Academy Operations Manager
	Post No: 
KAT

	Grade: 
HC7


	Organisational information:

Organisation:  Kingstone Academy Trust
Location:  Kingstone Academy Trust
Responsible to:   Chief Financial Officer 


	Main Purpose of Job:

The Academy Operations Manager is a senior member of the team who will lead and have oversight of the non-educational operational aspects of the Academy. 
The role combines the leadership of associate staff in the delivery of key support to the CEO, CFO and Headteachers, in aspects of Academy and business operations, particularly relating to:

· Leadership and oversight of Academy Trust compliance, ensuring that we are compliant with all aspects of the Academy Trust Handbook.
· Oversight of policies, across the Trust, to ensure all are up to date, compliant and approvals processes are followed.

· Leadership of Governance across the Trust, supporting the CEO and CFO.

· Leadership and oversight of HR functions.
· Working closely with the Site Manager to support site Health and Safety and statutory compliance, including carry out due diligence of contractors and following the Financial Regulations policy when obtaining quotes and confirming project works. 
· Oversight of Academy contracts, including Cleaning and Grounds Maintenance; working closely with the CFO to oversee the Catering contract also. 
· Support the Trust with the Managed ICT Services and digital development.



	Main Responsibilities / Accountabilities 
Leadership & Management

· Act as line manager and appraiser for nominated staff; managing all personnel functions, including work delegation, timesheets, training and development etc. 
· Attend Senior Leadership Teams meetings as requested.

Compliance

· Manage the Academy Trust Handbook compliance matrix, assisting the CFO to ensure that the Trust is compliant in all areas.

· Manage the Policy matrix, assisting the Heads of School in ensuring that Policies are up to date, compliant and the appropriate approvals process has been followed; tracking this on the matrix and feeding back to the CFO where there may be a requirement for new policies, or amendments to current, across the Trust, in line with legislative or regulatory changes. 

· Ensure compliance with Policies and procedures relating to Safeguarding and Keeping Children Safe in Education, Health and Safety, Confidentiality and Data Protection. 

· Support the Site Manager and Heads of Department with school risk assessments and maintain the Risk Assessment matrix.
Governance

· Work closely with the CFO to ensure GIAS and Companies House are up to date. 

· Work with the Clerk to ensure that meetings are planned and that the CEO, CFO and Heads of School have sufficient time to plan for meetings; ensuring that Trustees have access to the meeting agenda and documentation. 
Operations

· Work collaboratively with the Site Manager in maintaining Service Level Agreements for contracts across the site and maintain the schools’ contracts register.

· Lead on the Trusts service level agreements for cleaning and grounds maintenance.
· Lead on Academy lettings, alongside the Site Manager. 

· Support with financial and health and safety audits where required.

· Support in the management of procurement for services and goods where required.
HR & Finance 
· Support the HR officer with the SCR and HR files / systems, ensuring compliance with GDPR, where required.

· Support the HR officer with the workforce census, where required.
· Assist the Heads of school with recruitment administration, ensuring compliance with safer recruitment procedures, on-boarding and induction processes and probation. 
· Keep Heads of School up to date with HR processes and any legislative changes of developments. 
General
· Ensure confidentiality, where appropriate, is a high priority.
· Ability to work on own initiative and be able to communicate effectively.

· Have a professional, organised and thorough approach to work.



	Other information:
· Disclosure type:  Enhanced.


	General information:

The post holder will be required to comply with organisation’s policies and procedures. 
The organisation has a no smoking policy; employees are not permitted to smoke on any of the organisation’s premises nor in any vehicle used on organisation business.

Employees have a duty to safeguard and promote the welfare of children, young people and vulnerable adults. It is an essential requirement that employees are aware of the Kingstone Academy Trust’s Safeguarding procedures for sharing information about the welfare of any person for whom they have safeguarding concerns. Employees have a duty to ensure they attend training to enable them to recognise the indicators for concerning behaviour and receive safeguarding supervision as appropriate.
The postholder will promote Kingstone Academy Trust’s Health and Safety at work policies and ensure that these are implemented effectively within his/her areas of responsibility.

This Job Description covers the main duties and responsibilities of the job and will be subject to review and amendment, in consultation with the post holder, to meet the changing needs of the organisation.

Other activities commensurate with this Job Description may from time to time be undertaken by the post holder.


	Line Manager Name:
	Line Manager Signature:




Date Job Description last reviewed:    
PERSON SPECIFICATION Academy Operations Manager 
	Job Title: 
Academy Operations Manager

	Post No: 
KAT
	

	All candidates will be considered on their ability to meet the requirements of the person specification
	Essential criteria
	Method of Assessment*

	Experience

	· Experience in administration and an understanding of school processes

· Experience, or proven understanding of, policy compliance and operational procedures, ideally within a school environment
· Experience of maintaining accurate records, documentation and version control 

· Experience of handling confidential / sensitive information with discretion. 

· Experience in and understanding of, HR processes.

· Good working knowledge of administrative and operational processes with a school setting
· Ability to lead, motivate and work constructively as part of a team

· Experience of leading compliance and health and safety, ideally in a school or similar setting

	Application Form / Interview

	Skills and Abilities

Including personal attributes
	· Strong organisational and time-management skills, with the ability to prioritise competing demands.

· Ability to work under pressure and to deadlines.

· Ability to work collaboratively as part of a team, and independently when required. 

· Excellent written and verbal communication skills, with attention to detail.

· Experience using Microsoft office and databases.

· Ability to provide clear, accurate documentation and reports.
· Ability to work with a wide range of people including teachers, trustees, senior leadership and wider external stakeholders
· Confident using ICT systems, including word, excel, as well as SharePoint; computer literate in relevant software, with the ability to use these effectively in a range of situations.

	Application Form / Interview

	Qualifications and Training
including professional qualifications
	· Educated to GCSE level at grade C/4 or above. 
· Relevant administration, operational or project management training is desirable. 
· Evidence of continual professional development in relevant disciplines and willingness to engage in CPD specific to this role. 

	Application Form / Interview

	Other Factors


	· Able to attend governing body meetings out of normal working hours
· Enhanced DBS
	Interview

	Line Manager Signature:

Date:



*Method of Assessment: AF = Application Form; I = Interview; S = Selection Method; P= Presentation


Date Person Specification last reviewed   

March 2026





March 2026
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