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JOB DESCRIPTION

Job Title:	Chief Operating Officer	

Reports To:	Chief Executive Officer
		
Salary:	

Location: 	The Island Learning Trust, Brecon Chase, Minster, Sheerness, Kent, ME12 2HX with travel to all sites

Hours:	37 hours per week, full year


PURPOSE OF JOB

The post holder will provide an outstanding business service which supports the education of children across The Island Learning Trust’s schools. They will oversee central operations and those of its schools. Reporting to the Chief Executive Officer (CEO), the Chief Operating Officer (COO) will work with Head of Schools, Central Services experts and the Chief Finance Officer (CFO) to provide strategic leadership across the Trust. The COO will oversee Estates, Operational Premises Management, Health and Safety and IT, and HR, ensuring the delivery of high quality support to schools, while supporting the CEO in the ongoing development and priorities of the Trust.


DIMENSIONS

Subordinates: 
Budget: 


      
PRINCIPAL DUTIES AND RESPONSIBILITIES

Strategic Estates Management 
· Develop a strategic approach to Estates Management, being proactive to identify any potential issues at an early stage.
· Hold strategic accountability and leadership of the Trust estates strategy, the maintenance and development of all sites and will act as Trust lead for all estates work. 
· Manage the Trust’s budgets ensuring a strategic approach is taken towards all budget allocations.
· Ensure regular audits are undertaken to confirm systems in place are fit for purpose and able to respond to changing demands. 
· Ensure best value is achieved for all Estates related projects through identification, planning and costing of all future projects.  Following procurement guidelines at all times. 
· Ensure all relevant policies relating to health and safety and Estates are in place adhering to current legislation and DfE requirements.
· Provide appropriate advice to Heads of School, CFO, Directors and the CEO on the strategic development aims of each school.
· In collaboration with Directors, take an active role in shaping the strategic direction of the Central Support Service function and that of the Trust’s schools. 

Health and Safety 
· As health and safety lead for the Trust, bring any areas of concern to the attention of the CEO.
· Lead in the monitoring and maintenance of the Trust’s Health and Safety Policy and procedures relating to school and Central Service environments.
· Keep up to date with new legislation and maintain a working knowledge of Health and Safety Executive (HSE) legislation and any developments that affect the Trust.
· Own, communicate and audit compliance with all aspects of the Trust’s Health & Safety Policy.  Establish best practice (compliance and practicality).  
· Have responsibility for all health and safety matters, including maintaining and developing systems, policies, procedures and working practices, including the measures to be taken in the event of critical incidents/emergencies.
· Responsible for the ongoing review of the Trust’s Health and Safety policy to ensure it remains compliant with legislation, liaising as necessary with appropriate staff.
· Ensure changes to Trust policy are communicated to all staff.
· Prepare and lead in-house health & safety training to Trustees, staff and governors.
· Undertake Health and Safety audits and implement agreed recommendations.
· Procure and manage all compliance contracts.
· Liaise directly with senior staff members on all health and safety matters, ensuring they are clear on their responsibilities.


Premises Management
· Develop a strategic approach to Estates Management, being proactive to identify any potential issues at an early stage
· Review and implement changes to all Trust premises related policies, communicating changes to all relevant staff.
· Take a lead role in producing and reviewing documentation for tender for site related work, seeing the process through to award of contract and management of the contract post ‘go-live’. Ensuring all statutory requirements are met.
· Prepare and monitor the Trust capital programme in the short, medium and long term.  Supporting school based staff to ensure work is completed to deadlines.
· Calculate and compare costs for required goods or services to achieve maximum value for money.
· Project manage all aspects of in-house building/improvement projects within the Trust including liaising with local authorities and other regulatory bodies. 
· In liaison with school site managers and Heads of School, devise a planned maintenance programme for each school. Monitor progress against the programme of works. 
· Manage the site teams to ensure the Trust buildings are maintained to a high standard.
· Ensure the Land and Buildings Collection Tool (LBCT) is completed accurately and submitted on time.
· Complete the Land and Buildings Condition Tool in line with guidance from the DfE.
· Manage all site based premise management teams, including cleaning teams. 
· Liaise directly with senior staff members on relevant estate issues.
· Lead on reviewing and renewing property leases and other tenancy agreements across the estate.  Where appropriate, ensuring all DfE and legal requirements are met.
· Liaise with the DfE on premises related issues.


Central Contracts, Services, Lettings, Bids and External Funding Opportunities
· Manage the outsourced contracts (e.g Catering, Grounds Maintenance)  to ensure all aspects of the contract are adhered to.
· Provide strategic  procurement advice in collaboration with CFO.
· Attend and report to the Trust audit and risk board meetings and full trustee boards. 
· Identify and mitigate risk and ensure relevant sections of Trust’s risk register are kept updated. 
· Securing  sources of funding through grants and opportunities to maximise capital funding and revenue income from third parties. 
· Ensure appropriate and successful bids are sourced to support the funding of projects. 
· Establish the Trust’s approach to the external use of its facilities in line with the Trust Strategic Plan. 
· Increase the net revenue generated by the Trust through the community use and letting of its facilities. 
· Develop and maintain strong relationships with community groups using Trust facilities. 


IT, Technical Services and Data
· Have strategic accountability for the Trust's digital strategy.
· Ensure the Trust has appropriate and secure IT data and management information systems in place to support its operations, learning and outcomes.
· Implement the IT strategy for using technology aligned to the overall vision, educational needs of the Trust and plans for ensuring value for money. 
· Ensure contingency plans are in place in the case of technology failure. 
· Ensure data collection systems and backup systems are in place, secured and streamlined to maximise the data supplied and information held. 
· Create and manage a data management system to capture asset management information across all schools (e.g assets, condition, running costs), and produce dashboards and/or reports to provide relevant information to those who need it to support with making informed decisions. 


Team Leadership 
· Oversee all staff within the operations team in line with Trust values, ensuring effective and efficient delivery across discrete areas within a unified team. 
· Set support priorities, balancing responses to support requests with the need to follow planned monitoring and maintenance, in the context of staff availability and team demands.


General Responsibilities 
· Support the overall ethos and values of The Island Learning Trust. 
· Be part of the Trust Central Executive Team, supporting the CEO, CFO and Board in driving the strategic development of the Trust. 
· Lead on all areas of compliance (other than finance), advising on courses of action and updates and changes to policy as appropriate. 
· Produce confidential reports and information as required. 
· Understand the implications of government policies, education trends and wider sector developments. 
· Be familiar with, and comply with, all relevant health and safety, operational, personnel, safeguarding, data protection (GDPR) and financial regulations, policies and procedures. 
· Ensure equality of opportunity is afforded to all persons, both internal and external to the Trust, actively seeking to eliminate any direct or indirect discriminatory practices or behaviour. 
· Demonstrate a commitment to continuous professional development. 
· Demonstrate a willingness to work flexibly, sometimes outside of normal core hours, in response to service demands. 
· Maintain the confidentiality of information acquired while undertaking duties. 

You may reasonably be expected to perform duties of a similar or related nature to those outlined in the job description and those reasonably requested by the CEO




PERSON SPECIFICATION


	Area
	Essential / Desireable 

	Qualifications and Training

	Degree level, IOM Level 5 Diploma in Operations Management or equivalent. 
	E

	Evidence of continued professional development 
	E

	Commitment to ongoing professional development 
	E

	Knowledge and Experience

	Extensive management experience in estates and facilities management or project management in large commercial or multi-site organisation, with a track record of driving operations to improve performance 
	E

	Subject matter expert in at least three of the key areas- Estates, ICT, Health and Safety, compliance, procurement, bids and grants
	E

	Extensive working knowledge of legislative regulations relevant to the position
	E

	Experience of developing an external lettings/income generation programme.
	D

	Experience of monitoring a range of contracts
	E

	Experience/ knowledge of DfE systems and processes
	E

	Experience of leading diverse teams
	E

	Experience of working as a member of a senior team
	E

	Experience of working with Trust boards/ equivalent 
	D

	Experience of working with external partners
	E

	Experience of managing complex projects from inception to completion
	E

	Experience of managing risk
	E

	Knowledge of Health & Safety legislation
	E

	Skills and Abilities

	Ability to work strategically, seek and implement creative solutions
	E

	Understanding of working in an educational context and the contribution to safeguarding and positive outcomes for pupils with additional needs
	E

	Ability to administer and manage contracts
	E

	Clear and persuasive communication skills, both written and verbal, including the ability to present information and negotiate effectively.
	E

	Strong organisational skills, with the ability to plan, prioritise and manage multiple demands while maintaining high standards of accuracy.
	E

	Ability to use data and information to monitor performance, identify priorities and support decision-making.
	E

	Ability to identify, assess and manage risks relating to estates, health and safety and the physical environment.
	E

	Personal Qualities

	Energy, drive and enthusiasm and work well under pressure and remain calm in the face of the unexpected. 
	E

	Trustworthy, honest and discreet
	E

	Enterprising, innovative and self-motivated
	E

	Reflective and always willing to learn
	E

	Commitment to partnership working
	E

	Resilient and optimistic 
	E

	Commitment to the Trust’s ethos and values
	E

	Other

	Commitment to safeguarding and protecting the welfare of children and young people
	E

	Commitment to equality and diversity
	E

	Commitment to health and safety
	E

	Full UK driving license and possess a vehicle to travel between academies
	E






CHANGE STATEMENT

This job description will be reviewed and updated periodically to ensure that it relates to the job performed. The work of all Academy Trusts and schools change and develop continuously which in turn, requires employees to adapt and adjust. The functions/responsibilities above should not therefore be regarded as immutable but may change commensurate with the grading of the post. In these circumstances it will be the aim to reach agreement on reasonable changes, but if agreement is not possible management reserves the right to make changes to the job description following consultation. 









The Island Learning Trust is committed to safeguarding.  The Trust is committed to ensuring the highest levels of safeguarding and promoting the welfare of our pupils, and we expect all our staff and volunteers to share this commitment. 




2

image1.jpg
« XA Thelsland
&%  Learning Trust





