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Post Details
	

	School:
	Twynham TGS

	 Post type:
	Support Staff

	Grade/Pay Level: 
	Grade 10

	Responsible to:
	School Operations Director (Twynham TGS)



	Main Purpose

	To inspire excellence across both Twynham School and The Grange School (collectively known as ‘Twynham TGS’), supporting the vision, values and strategic objectives of the schools.
The Senior Operations Officer will provide operational leadership and coordination across a range of support services, including administration, communications, marketing and IT services, ensuring efficient, compliant and customer-focused service delivery across both sites. The postholder will support the School Operations Director in the day-to-day management of operational functions, lead improvement projects, oversee administrative and support services, coordinate compliance activities and contribute to the smooth and effective running of both schools.



	Duties and Responsibilities

	To provide operational leadership and support across Twynham TGS. The main duties and responsibilities include:
· Support the School Operations Director in leading and continuously improving operational services across both schools, ensuring effective service delivery, compliance and value for money.
· Oversee the effective delivery of administration, reception and reprographics services across both sites. 
· Oversee the school's educational visits approval and administration processes, ensuring appropriate risk assessments, documentation and compliance requirements are completed.
· Directly manage administration, reception, reprographics, communications, marketing and IT staff across both schools, ensuring effective deployment of resources, high standards of performance and responsive service delivery.
· Provide direct line management, support, development and performance management of IT support staff across both schools.
· Work closely with Trust IT colleagues and external providers to ensure the effective delivery of IT services, support and infrastructure, escalating technical, cybersecurity and strategic IT matters as appropriate.
· Monitor IT service performance, support response times and user feedback, identifying opportunities for improvement. 
· Coordinate the implementation of IT projects and technology developments across both schools, ensuring effective communication and minimal disruption to school operations. 
· Support the development and maintenance of IT-related policies, procedures and operational documentation. 
· Support the development and delivery of the schools' digital systems and processes, promoting effective use of technology to improve operational efficiency and customer service.
· Ensure appropriate IT asset management, inventory control and records are maintained in accordance with Trust requirements.
· Ensure school communications, website content and social media channels are maintained accurately, professionally and in line with Trust expectations.
· Support the promotion of both schools through effective communication, marketing and stakeholder engagement activities.
· Support the recruitment, induction, training, development and performance management of staff within the team. 
· Develop, implement and review administrative and operational systems and procedures to improve efficiency and effectiveness. 
· Identify opportunities to streamline processes, improve service delivery and enhance the experience of students, staff, parents and visitors. 
· Coordinate operational priorities across both schools, ensuring consistency of practice and effective communication between teams. 
· Lead operational improvement projects across both schools, identifying opportunities to improve efficiency, service quality, compliance and value for money.
· Assist the School Operations Director in monitoring expenditure relating to operational services and projects, ensuring value for money and adherence to agreed budgets.
· Produce reports, operational data and management information as required to support decision-making and continuous improvement. 
· Support the planning, organisation and delivery of major school events, including open evenings, productions, awards events, examination periods, parental engagement activities and community events. 
· Coordinate the operational requirements for events, including staffing, facilities, logistics, equipment, catering and associated resources. 
· Ensure appropriate operational plans and risk assessments are in place for school events and activities. 
· Support the School Operations Director in maintaining effective health and safety arrangements across both schools. 
· Coordinate and maintain records relating to health and safety compliance, training and statutory requirements. 
· Monitor the completion of mandatory health and safety training and follow up outstanding requirements where necessary. 
· Conduct and review risk assessments appropriate to the role and support departments in maintaining suitable and up-to-date risk assessments. 
· Work alongside Facilities Managers, Heads of Department and curriculum leaders to ensure safe systems of work and appropriate control measures are implemented and maintained. 
· Monitor actions arising from accidents, incidents, audits, inspections and compliance reviews, ensuring actions are completed within agreed timescales. 
· Promote a positive health and safety culture across both schools. 
· Support business continuity and emergency planning arrangements. 
· Provide operational oversight of catering provision across both schools, working with catering managers and providers to maintain high standards of service delivery. 
· Monitor catering performance, customer feedback and service standards, supporting continuous improvement initiatives where appropriate. 
· Liaise effectively with internal stakeholders, Trust colleagues and external providers to ensure the effective delivery of operational services. 
· Maintain accurate operational records and documentation in accordance with Trust policies and statutory requirements. 
· Ensure compliance with relevant legislation, policies, procedures and operational standards. 
· Contribute to the development and implementation of operational policies and procedures. 
· Deputise for the School Operations Director on designated operational matters as required. 
· Act as the primary operational point of contact for day-to-day issues arising across both schools, escalating strategic or high-risk matters to the School Operations Director as appropriate.




	Safeguarding Duties and Responsibilities

	· Promoting and safeguarding the welfare of children and young people in accordance with the school’s Safeguarding and Child Protection policies. 



	Other Duties

	· All Twynham Learning staff may periodically be expected to carry out tasks and duties within their area of competence that are not listed herein, as directed, to meet the needs of the Trust. The particular duties and responsibilities may vary from time to time.



	Twynham Learning Attributes for all Staff

	· Ambition for excellence
· Professionalism
· Humility
· Championing change
	· Inclusiveness 
· Positivity
· Community-mindedness
· Being collaborative



	Qualifications, Knowledge, Skills and Attributes Required

	Essential:
· GCSE English and Mathematics at Grade C/4 or above (or equivalent). 
· Educated to A-Level standard or equivalent experience.
· Significant experience in administration, operations or business support management. 
· Experience leading teams and managing staff performance. 
· Experience managing multiple operational priorities within a complex organisation. 
· Experience coordinating compliance activities and maintaining accurate records. 
· Experience conducting or supporting risk assessments. 
· Experience leading operational change or service improvement initiatives. 
· Excellent organisational and project management skills. 
· Strong interpersonal and communication skills. 
· Excellent problem-solving and decision-making abilities. 
· Ability to analyse information and identify opportunities for improvement. 
· High level of competence in Microsoft Office and management information systems. 
· Ability to build positive relationships with a wide range of stakeholders.

Desirable:
· Experience within an educational environment. 
· Experience of Arbor or similar Management Information Systems. 
· Experience of health and safety compliance monitoring. 
· Experience overseeing contracted services. 
· Experience working across multiple sites. 
· Experience managing operational support services and leading service improvement projects.
· Experience managing or coordinating IT support services and/or technology-related projects.
· Knowledge of IT service delivery within an educational or multi-site environment.
· Project management qualification or equivalent experience. 
· Knowledge of school educational visits coordination. 
· Experience of communications, marketing or social media management within a professional setting.
· Experience of event management
· [bookmark: _GoBack]Safer recruitment certification (or the ability to achieve this upon appointment)




	Notes

	· This job description may be amended at any time in consultation with the postholder.




	Glossary

	· Explanations of any abbreviations or jargon contained in this job description can be found in our Twynham Learning Glossary.
· 
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