 
 

Post Title:                                          Operations Manager 
Hours:				37.5 hours per week, permanent, full time 
Salary Grade:			Band 4 Management Point 1-8 £39,794 – £46,398
Conditions of Service:	United Learning Permanent Contract 
Start Date:			ASAP
Job Purpose
[bookmark: _Hlk234482580]The Operations Manager will play a key role in ensuring the efficient operational management of The Lowry Academy.  The postholder will lead and coordinate the school's administrative functions, oversee the management of the PFI contract, support compliance with Health & Safety requirements, manage First Aid provision and records, and ensure there is effective administrative support to the wider school community.
[bookmark: _Hlk234482561]The role requires a highly organised and proactive individual who can manage multiple priorities, maintain compliance with statutory requirements, and build effective working relationships with staff, contractors, pupils and external stakeholders.
[bookmark: _Hlk234482555]The Lowry Academy is committed to providing an exceptional education for all students.  We are seeking a dedicated and professional individual who will play an important part in ensuring the smooth and safe operation of the academy.  This is an exciting opportunity to contribute to a thriving school community and make a real difference to the educational experience of our young people.
Key Responsibilities
PFI and Estates Management
· Act as the school's main point of contact for all PFI-related matters.
· Monitor the performance of PFI contractors and service providers.
· Raise, track and resolve maintenance and service issues through the agreed reporting systems.
· Ensure contractor performance is monitored against contract standards and key performance indicators.
· Attend meetings with PFI providers and maintain accurate records of actions and outcomes.
· Support the Executive Business Manager in reviewing service delivery and identifying opportunities for improvement.
· Maintain records relating to facilities management, maintenance and statutory compliance.
Health & Safety
· Support the implementation and monitoring of the academy's Health & Safety policy and procedures.
· Maintain Health & Safety records, risk assessments and compliance documentation.
· Coordinate statutory inspections and ensure records are maintained.
· Monitor accident and incident reporting and ensure appropriate follow-up actions are completed.
· Support emergency procedures, evacuation arrangements and business continuity planning.
· Liaise with PFI, site staff, contractors and external agencies to ensure compliance with Health & Safety legislation.
· Be the point of contact for Health & Safety audits and compliance monitoring.
First Aid Administration
· Coordinate First Aid provision across the academy.
· Maintain records of First Aid incidents and accident reporting.
· Ensure First Aid supplies are adequately stocked and regularly checked.
· Coordinate First Aid training and maintain records of qualified First Aiders.
· Produce reports and analysis relating to First Aid incidents and trends.
Office Administration
· Lead the day-to-day administration of the school office.
· Ensure high standards of customer service for parents, visitors, pupils and staff.
· Support the management of reception and administrative systems.
· Oversee record keeping and ensure information is accurate, secure and compliant with GDPR requirements.
· Develop and maintain effective administrative processes and procedures.
· Support the organisation of school events, meetings and activities.
· Produce reports, spreadsheets, correspondence and presentations as required.
· Oversee the maintenance of manual and electronic filing systems.
Compliance and Operational Support
· Maintain accurate operational records and databases.
· Support the academy's compliance calendar and statutory returns.
· Assist with procurement and ordering processes as required.
· Support audits and inspections by ensuring documentation is complete and readily available.
· Contribute to operational projects and continuous improvement initiatives.
· Undertake other duties commensurate with the grade of the post.

Person Specification
Essential
· Experience of working in an administrative or operational role.
· Experience of managing competing priorities and meeting deadlines.
· Strong organisational and planning skills.
· Excellent written and verbal communication skills.
· High level of accuracy and attention to detail.
· Ability to analyse information and produce reports.
· Strong ICT skills, including Microsoft Office applications.
· Ability to work independently and use initiative.
· Ability to build positive relationships with internal and external stakeholders.
· Commitment to safeguarding and promoting the welfare of children.
· Experience of line management 
· Maths & English GCSE level qualifications at C+/Grade 4+

Desirable
· Experience of working within a school or academy environment.

· Experience of PFI contract monitoring or facilities management.
· Knowledge of Health & Safety legislation and compliance requirements.
· First Aid qualification or willingness to undertake training.
· Experience of using education management systems.
· Understanding of GDPR and information governance requirements.
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