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Job Description – Operations Manager 
 

Grade 6                  Responsible to: Chief Executive Officer/Chief Financial officer 

 
JOB PURPOSE 

 

 To manage effective an administrative support service to the Trust. 

 To take the lead role in the development and maintenance of records/information 

systems that deliver outcomes based on the Trust’s aims and goals. 

 To develop and communicate clearly the Trust’s strategic plan. 

 To be responsible for the overseeing of maintenance of the buildings, grounds 

and equipment. 

 

Organisational Relationships 

 

 Directly responsible to the Chief Financial Officer/CEO. 

.   

Trust Administration 

 

 To oversee full administrative support service to the Trust including responsibility 

for maintaining confidential paper records and electronic filing systems and for 

other support to ensure the efficient operation of the Trust, such as maintenance 

of website, preparation of newsletter and monitoring of compliance schedules. 

 To manage telephone enquiry and answering service ensuring that all callers are 

dealt with promptly and enquiries handled and information provided in a 

courteous and friendly manner.  

 To exercise judgement in dealing with the Trust’s correspondence and telephone 

calls, responding to routine enquiries and drafting correspondence for CEO/CFO 

approval. 

 To assist with managing and monitor the Trust’s diary, making appointments, co-

ordinating visits and ensuring overall effective allocation of time. 

 To prepare papers, organise and minute meetings. 

 To be proactive in supporting central staff by undertaking research and obtaining 

and disseminating relevant accurate information, ensuring that quality of work is 

of a high standard and complies with current legislation/standards 

 To be responsible for completion and submission of complex forms, returns etc., 

including those to outside agencies 

 To prepare reports, including recommended actions, on matters for the Trust 

Board and its committees and attend meetings to give advice to facilitate the 

decision making process. 

 

Financial Administration and Management 

 

 To work with the Trust finance team to provide financial information and 

alternatives. 

 To liaise with contractors/suppliers concerning the ordering of goods and supply 

of service to the Trust. Monitor the service provided to ensure the optimum use of 

resources and best value. 

 To be responsible for the monitoring of Trust lettings and liaise with the person 

responsible for the lettings of the premises. 

 

 

Facilities and Property Management 
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 Ensure the continuing availability of utilities, site services and equipment. 

 Ensure ancillary services e.g. catering, cleaning is monitored and managed 

effectively. 

 Follow sound practices in estate management and ground maintenance. Ensure 

contractors follow instructions and requests. Monitor quality of work by 

contractors. 

 Liaise with schools site staff as appropriate to assist in premises maintenance, 

security and health and safety requirements. For example, planned preventative 

maintenance, scheduling procurement and monitoring of statutory inspections.  

 Follow all relevant safeguarding and health and safety procedures in relation to 

individuals on site including contractors 

 Work with the central team and external agencies to implement health and safety 

initiatives, ensuring compliance with relevant legislation and maintain the health 

and safety records. 

 Ensure a safe environment for the stakeholders of the Trust to provide a secure 

environment in which due learning processes can be provided. 

 

Leadership 

 

 Contribute to the development of the Trust’s values and vision and communicate 

these clearly and enthusiastically to all staff and other stakeholders. 

 Ensure that all staff are briefed on allocated work, showing how it fits within the 

Trust’s vision and objectives. 

 Monitor the progress and quality of work teams and individuals for whom the post 

holder has specific responsibility and provide prompt and constructive feedback. 

 Motivate, encourage and empower teams and individuals to work innovatively and 

creatively to achieve objectives. 

 Provide support to staff during times of setback and change. 

 Encourage staff to take the lead and take decisions when they have the 

knowledge and expertise to enable them to do so. 

 

General Responsibilities 

 

 To provide a professional and positive role model in terms of personal 

presentation, timekeeping and behaviour 

 

The details provided in this job description are to give an indication of the nature of the 

role. Additional duties may also be requested of the role holder where reasonable.  

 

The role may require a certain amount of travel and it is essential that the post holder is 

a car driver. 

 

 

WORKING ENVIRONMENT 

 

The postholder will not be exposed to objectionable, uncomfortable or noxious conditions 

over and above what would normally be experienced in a day to day office environment. 

The postholder will not be expected to undertake any physical effort/strain over and 

above what would normally be incurred in a day to day office environment.  

 

 

OTHER INFORMATION 

 



  

 

  

 
 

 
3 of 5 

The Trust is committed to safeguarding and promoting the welfare of all young people 

and expects all staff to share that commitment. The post will be dependent on a 

satisfactory disclosure and barring service record check and acceptable references.  

 

The postholder will be expected to undertake any appropriate training provided by the 

Trust to assist them in 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 any issues or 

concerns to their immediate line manager. 

 

This job description only contains the main accountabilities relating to the posts and does 

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

 

 

 

 

 

Post Holder:     Line Manager: 

  

 

Name:        Name:       

 

 

Signature: ________________  Signature: ________________  

 

 

Date:        ________________  Date:        ________________  
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Business Manager Person Specification 

 

This person specification will be used for shortlisting and interview to select the best 

candidate. Each applicant should therefore address the person specification in their 

written application and where appropriate should give examples of how you meet the 

criteria. 

 

Factors Essential Desirable Assessment 

Method 

 

 

Qualifications 

Good standard of education including Maths 

and English. 

Recognised 

management/business 

degree or equivalent 

related professional 

qualification. 

Certificates at 

selection 

event 

 

Interview task 

 

 

Training 

Evidence of Continuing Professional 

Development. 

Membership of 

Professional 

Organisation  

Application 

form. 

 

Selection 

event 

Experience Managing Administration. 

 

 

 

Application 

form. 

 

Selection 

event 

 

 

Knowledge 

and Skills 

Good IT skills and experience in the use of 

Microsoft Office, in particular Excel & Word. 

Excellent administration and organisational 

skills. 

Articulate and well developed written and oral 

skills. 

 

 

 

 

Application 

form. 

 

Selection 

event 

 

 

Attitude and 

Personal 

Qualities 

Highly developed interpersonal skills.  

Willingness to constructively challenge the 

work of self and others to continually improve 

own and team performance. 

Ability to work under pressure and meet 

deadlines. 

Accuracy and attention to detail. 

Ability to work independently and as part of a 

team. 

Confidence in your abilities to deal with 

problems as they arise in a professional 

manner. 

Time management skills and ability to multi 

task, work under pressure and meet 

deadlines. 

A proactive approach and willingness to 

contribute to departmental improvements. 

Trustworthiness and the ability to maintain 

confidentiality. 

Initiative, adaptability and common sense. 

Patience and ability to remain calm. 

Suitability to work with children. 

Commitment to equality of opportunity and 

anti-discriminatory practice. 

 Application 

form. 

 

Selection 

event 

 

References 

 

Enhanced DBS 

clearance 

references 
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An enthusiastic and flexible approach to 

working routines and practices. 

Empathy with primary age group and the 

provision of a quality service for young 

children. 

 

 

 

 


