
 

 

JOB DESCRIPTION 

POST TITLE :  Operations Manager GRADE : H points 15-17 

42 weeks 29hrs p/w 

RESPONSIBLE TO : Executive Headteacher 

LOCATION : Shared role between Fitzmaurice Primary School and Westwood with 

Iford Primary School 

DATE :   ASAP 

 

Job Purpose 

Managing the operations side of the schools you will spend time each week in both 

schools ensuring that they are running efficiently and effectively.  

Whilst largely based at one school or the other on differing days of the week, the role 

will occasionally require the candidate to travel independently between Fitzmaurice 

and Westwood with Iford Primary Schools and therefore provision of your own vehicle 

for this post is essential. 

Main Duties and Responsibilities 

Manage the non-pupil facing staff at Fitzmaurice and liaise with contract staff ensuring 

appropriate supervision and deployment.  Ensure regular appraisals are conducted for 

supervising staff and that training is in accordance with identified development areas 

for staff and operational requirements. 

Ensure that school procedures and Trust policies are in place, highlighting operational 

difficulties to the Head of School and Executive Headteacher.   

Undertake general administration tasks including generating correspondence for the 

Executive Head, Head of School and SENCo.  Respond to telephone and personal 

callers, parent enquiries, deliveries and collections. Organise administrative support for 

other school staff when necessary. 



Support safeguarding arrangements in the schools by arranging and processing DBS 

applications and ensuring that safer recruitment practice is followed for staff and 

volunteers. 

Oversee the school’s risk management, including ensuring all necessary risk assessments 

are completed and the necessary checks are in place to meet all audit requirements. 

Administer school property; oversee the servicing, maintenance and repair of buildings, 

plant, equipment and fixture and fittings. Organise lettings of premises. Control and re-

order stock (stationery and educational consumables, uniform) taking account of 

“value for money”. Research the best “value for money” and order equipment for staff.  

Liaise and negotiate with providers of goods and services and third party contractors in 

consultation with the Executive Head Teacher, in accordance with Best Value 

frameworks. Conduct regular reviews of arrangements with contractors to ensure Best 

Value for money and high standards of service from contractors. 

Manage any building projects and maintenance work undertaken on the school 

premises, including involvement in the drafting of outline specifications for new 

buildings and acting as the point of contact with regard to liaison with building 

contractors, architects departments, District Council planning departments and other 

related agencies.  

If required, lead, manage and develop the school’s extended service provision. 

Manage the school’s approach to supporting pupils with medical conditions in school 

and first aid.  Administer first aid if necessary or support those who do.   

This is a key holding position. 

Person specification 

Essential 

Ø Highly organised with an ability to remain composed in a busy environment. 

Ø Excellent communication (oral and written) and interpersonal skills. 

Ø Strong IT Skills specifically in Microsoft office. 

Ø Ability to be a strong motivator who is dynamic and adaptable. 

Ø A minimum of 3 GCSE passes at Grade C or above including English Language and 

Mathematics. 

Ø Ability to travel to other multi-academy Trust sites or sites of other schools within the 

Palladian Academy Trust. 



Ø Occasional work outside normal working hours – prior notice given. 

Desirable 

Ø NVQ 4 or Degree or equivalent qualification 

Ø First aid qualification 

Ø Previous experience of working within a school environment or in other similar 

establishment. 

Physical Effort 

The postholder will be expected to undertake manual work associated with office and 

premises management, bending, stretching and lifting in the course of their duties, e.g. 

maintaining information boards, assisting pupils in need of pastoral care, filing and 

archiving, work associated with maintaining office equipment, inventory and taking 

delivery of stock. 

Working Environment 

During occasional periods there will be an expectation that the postholder will be 

exposed to heat and cold which on occasions, for example adverse weather 

conditions, may be higher than normal. 

General 

Be aware of and support difference and ensure equal opportunities for all; 

Contribute to the overall ethos/work aims of the school; 

Establish constructive relationships and communicate with other 

agencies/professionals; 

Attend and participate in regular meetings and participate in trust wide networks. 

Other Information 

The Palladian Academy Trust is committed to safeguarding and promoting the welfare 

of children and young people and expects all staff and volunteers to share this 

commitment. An enhanced Disclosure and Barring Service Certificate is required for this 

post prior to commencement. 

The postholder will be expected to undertake any appropriate training and other 

learning activities and performance development as required by the school to assist 

them carrying out any of the above duties. 



The postholder will be expected to contribute to the protection of children as 

appropriate, in accordance with any agreed policies and/or guidelines, reporting and 

issues or concerns to the Headteacher. 

This job description only contains the main accountabilities relating to the post and 

does not describe all of the duties required to carry them out. 

 

 


