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WELCOME

June 2022

Thank you for your interest in the post of School Operations Manager.

We have 3 vacancies for roles at Gainsborough School, Pathways School and
Hackney New Primary School (HNPS). Here you will find all the information you
need regarding these roles and application process.

If you have any queries about the application or process, please contact Joanne
Hagin (jo.hagin@ekotrust.org.uk) and if you have any questions about the
schools please contact either the headteacher of Gainsborough School, Lisa
Christall (lchristall@ekotrust.org.uk), the headteacher of Pathways School,
Vicky Paver (vicky.paver@ekotrust.org.uk) or the headteacher of HNPS, Marya
Afreedi (marya.afreedi@ekotrust.org.uk)

We look forward to receiving your application.
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ABOUT GAINSBOROUGH SCHOOL
Gainsborough School is located in West Ham and was opened in September 1912. It is rated

‘Good’ by Ofsted.

Our focus is ensuring that children learn and grow in a safe, happy, nurturing and stimulating
environment that challenges and engages them.

We have a well established resource provision for autism, with 14 places allocated by
Newham to those pupils who have a diagnosis of autism and a high level of need.

Please take a look at their website for more information.

ABOUT PATHWAYS SCHOOL
Pathways School is a social, emotional and mental health (SEMH) special school in Barking
which supports young people from ages 9 to 16 who are unable to access mainstream
provision due to either social, emotional or mental health needs.

Please take a look at their website for more information.

ABOUT HNPS
Hackney New Primary School (HNPS) is based in Hackney and has been rated as
‘Outstanding’ by Ofsted.

There is a strong focus on music and every student will learn an instrument and participate
in individual, group and whole school performances.

Please take a look at their website for more information.
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ABOUT THE TRUST

Eko Trust, founded in November 2016, is a multi-academy Trust of four
primary schools and two special schools in East London and one primary
school in Suffolk.

The aim of Eko Trust is to provide crucial school-to-school support to member
schools to enable them to provide the very best education for the children
and young people in the communities they serve. More information about
the Trust can be found at www.ekotrust.org.uk

The name Eko is derived from the Yoruba word for learning and our vision is
‘Every member of our community is empowered to learn, to be ambitious and
to be resilient’.
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Eko Trust Principles (how we work)

We are:

● open to learn from each other

● thoughtful and inspiring

● understanding of each other’s strengths, weaknesses, background and

motivations

● trustworthy and loyal to the team

● respectful when challenging

● resilient when challenged

● clear and honest and have the courage to disagree

We do:

● have the highest professional standards and celebrate our achievement
● look after ourselves and each other’s well being
● accept there will be challenges and give each other space and time
● listen & respect each other
● support opinions with facts and evidence
● express gratitude
● deliver in an accurate, timely and cost-effective way

Our Mission

● We collaborate to develop the best teachers so we achieve world-class
outcomes for all our children and young people and families

● We develop flexible, innovative approaches to learning to build our centres
of excellence

● We invest in high quality support and development across diverse schools
● We support and challenge each other in an inclusive environment
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Our Values

Vitality means we feel healthy, capable and energetic. We have a sense that
our actions have meaning and purpose.

Optimism means we focus on positive outcomes to a greater extent than
negative ones. We know optimism is important in coping with difficult life
events. We think that optimists are generally happier with their lives than
pessimists. We trust that in the end everything will be alright, even if the
outcome is different to what we first imagined.

Integrity means we live by sound principles and are motivated to behave
ethically. This ensures Eko Trust will carry out our charitable objective to
advance education for the public benefit.

Courage means we have the mental or moral strength and resilience to
venture, persevere, and withstand danger, fear or difficulty whilst going about
our work. We will take risks in areas that will improve the education we provide
learning, improving and changing.

Equity means we know that everyone is different and needs different things to
be able to achieve. Fairness trumps equality. We will do whatever it takes to
break down barriers, close gaps and get everyone to a high level end point.
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Our Achievements So Far
Since the formation of Eko Trust in November 2016, the Trust has grown to seven
schools. All schools in the Trust place the highest expectations on all children and
young people. All schools deliver high quality education and consistently achieve high
outcomes in their education. Impactful and meaningful partnerships, developed with
other trusts and organisations, ensure that our family of schools benefit. Eko Trust
has undertaken several key projects in the first three years of existence, including:

● successfully bidding for Opportunity Area Funding to support 11
low-performing primary schools;

● supporting another trust pre and post-conversion to provide mentorship to
the CEO

● contracts with a Local Authority to provide support for Phonics and School
Improvement Partner work.

During the coronavirus pandemic, we effectively navigated the challenges of
lockdown and wider reopening . We maintained safe childcare hubs that supported
our school communities to continue their essential work as key workers and enabled
all our children access to home learning. We supported the safe return of our
children and staff through implementing rigorous risk assessments and safeguarding
procedures.
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JOB DESCRIPTION
Grade: PO3 (£34,812.24 - £37,715.30)

Hours: 36 hours per week, term time only plus 2 weeks (41 weeks)

Contract type: Permanent

Reporting to: Headteacher

Responsible for: Office staff plus Site Supervisor

Main purpose

The purpose of the School Operations Manager is to lead and manage the school’s operational,
administrative, HR and business management functions, thus enabling the Headteacher and other
school leaders to focus on the school’s core purpose of pupil education, by. The post is part of the
school’s leadership team.

The School Operations Manager is responsible for all operational, administrative, HR, business
management and financial processes within the school.  They play a lead role in the planning and
development of support services.

They also line manage lead administrative, operational and premises staff and oversee the effective
line management of staff within those areas.

They are responsible for overseeing and coordinating recruitment and performance management
processes and guiding staff and leaders on the application of HR policies and requirements. They will
also be monitoring and reviewing the school’s compliance with HR strategy, policies and procedures
to ensure staff are supported, managed and directed effectively.

They are required to work closely with the school Headteacher and other school leaders, managing,
monitoring, reporting and mitigating on key operational issues.

They are expected to work closely with the Trust’s Leaders for HR, governance, operations, business,
premises and finance and any external providers, to ensure the school is run effectively, efficiently
and compliantly, making the very use of school and Trust resources.

Job Context
1. The School Operations Manager reports to the Headteacher
2. The School Operations Manager is expected to work closely with Trust Leaders HR,

governance, operations, business, premises and finance
3. The School Operations Manager has line management responsibility for key support staff
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4. The School Manager may be required to attend Local Governor Body meetings in the
evenings

Duties and responsibilities

Strategic operational management

● Develop and implement ideas to improve the operational efficiency of the school, delivering
reductions in workload for key staff, de-duplication of tasks and better use of resources

● Work with Trust central leaders and other school operations staff to develop and implement
ideas to improve operational efficiency of the Trust and member schools

● Keep up to date with best operational practice in schools and other relevant organisations
and sharing with Trust and school colleagues

● Develop and implement operational ideas that will deliver financial savings to the school
budget

Organisation

● Ensure the smooth and effective running of the school office and all administrative and
communicative systems

● Contribute towards the planning, development and organisation of support service systems,
procedures and policies

● Ensure that all staff create a professional and welcoming reception for all visitors and parents
and all visitor checks and health and safety processes are in place to monitor entry in and out
of the school

Leadership

● Manage the administrative and premises staff as per the agreed staff structure, with line
management of direct reports, including reviewing staff performance and carrying out
appraisals  and supporting staff with their line management responsibilities

● Train and develop administrative, operational and premises staff as appropriate
● Ensure that all members of the office present, at all times, a positive image to the school to

all staff, parents and visitors both internally and externally
● Develop an office team that delivers and meets the needs of the school
● Take all decisions in line with the vision and values of the school, and encourage others to do

the same

Administration

● Manage manual and computerised record/information systems
● Analyse and evaluate data/information and produce reports/information/data as required
● Provide personal, administrative and organisational support to other staff and the local

governing body
● Oversee and organise the management of admissions procedures in line with the relevant

admissions process, maintain waiting lists and allocate spaces accordingly in line with the
school’s admissions policy

● Ensure that the school’s email inbox is managed, ensuring the school meets its expected
response times and emails are forwarded to the relevant staff member as necessary

● Oversee the process for  completed forms from parents
● Oversee the process for managing incoming and outgoing post
● Manage the induction process for new pupils
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Staff management, staff training, pay and conditions

● Co-ordinate the school’s professional development programme, working closely with staff to
ensure that needs are prioritised and addressed, and that accurate records of training are
kept

● Advise line managers on continuous professional development options to address relevant
staff needs

● Lead on delegated ad hoc staffing projects
● Ensure that staff are paid accurately and in accordance with Trust policy. This will include

investigation and resolution of any staff pay anomalies.
● Ensure that pay processes are put in place in accordance with Trust policy
● Where appropriate, investigate and respond to pay queries within the school.
● Update staffing information as necessary to support with the school’s payroll operations

Recruitment and induction

● Co-ordinate the end-to-end recruitment process including:
○ development of job descriptions, person specifications, job advertisements and

candidate information packs, liaising with hiring managers where appropriate
○ advertisement of vacancies, to both internal and external candidates,
○ working with external partners to publicise available roles
○ ensuring all pre-employment checks are carried out in a timely fashion in accordance

with Trust policy
○ issuing of contractual documentation in accordance with policy
○ organising the effective induction of all new staff, liaising with the school leader and

appropriate Trust
○ Ensuring that probationary processes are followed for all new staff

Safeguarding and record keeping

● Manage the school’s single central record (SCR), ensuring compliance with Trust policy
● Monitor and review the school’s DBS checking process, ensuring compliance with

requirements and efficiency is achieved
● Keep records in accordance with the school’s record retention schedule and data protection

law, ensuring information security and confidentiality at all times

Financial management

● Assist the school leader with the planning of the school’s annual budget
● Assist the school leader with regular budget monitoring
● Manage the school’s purchasing process in line with the Trust’s policies and procedures and

the agreed budget
● Manage the school’s non- staff budget, monitoring monthly expenditure against budget and

taking steps to ensure it is within budget

Resource management

● Where appropriate to the school, oversee the management of examinations including pupil
entries, liaison with exam boards, organisation of invigilators and submission of exam papers

● Coordinate the commissioning of agency staff, liaising with school leaders, keeping records of
all commissions, verifying invoices and checking that there is sufficient staff budget.

● Manage the ordering and management of school resource in liaison with appropriate school
staff

● Oversee and operate relevant equipment and IT packages (e.g. the school’s MIS system)
● Provide advice and guidance to staff, pupils and others on administration systems and events

that take place in school
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● Assist the school leaders with marketing and promoting the school and lead the school’s
social media presence

● Manage service contracts
● Manage the organisation of premises repairs liaising with the appropriate Trust leader and

school site staff
● Manage school licences and insurances
● Ensure the office is kept tidy, organised and in good order at all times, making sure there are

sufficient resources available

Staff engagement and wellbeing

● Ensure the school’s is proactive in dealing with staff absence, in line with Trust procedures
● Act as the point of contact for staff questions about HR policies and procedures
● Work with unions and professional associations, maintaining strong and effective

relationships that support the school’s approach and responsibilities
● Work with senior leaders to consult with staff on job satisfaction, helping them to implement

changes or improvements where appropriate
● Monitor staff well-being and advise school and Trust leaders when there are concerns with

individual staff or staff groups
● Develop and share ideas that would enhance staff well-being and work life balance

Compliance

● Manage the administration of recruitment including advertising, collating documentation,
medical clearance and DBS checks as required

● Keep records in accordance with the school’s record retention schedule and data protection
law, ensuring information security and confidentiality at all times

● Be the school’s data protection lead taking responsibility for monitoring data protection
compliance and advising the school community on data protection issues

The School Operations Manager will be required to safeguard and promote the welfare of children
and young people, and follow school policies and the staff code of conduct.

Please note that this list of duties is illustrative of the general nature and level of responsibility of the
role. It is not a comprehensive list of all tasks that the school office manager will carry out. The
postholder may be required to do other duties appropriate to the level of the role, as directed by the
headteacher. This job description may be amended at any time in consultation with the postholder.

Eko Trust is committed to creating a diverse workforce. We will consider all qualified applicants for
employment without regard to sex, race, religion, belief, sexual orientation, gender reassignment,
pregnancy, maternity, age, disability, marriage or civil partnership.
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PERSON SPECIFICATION

CRITERIA ESSENTIAL DESIRABLE METHOD OF TESTING

Qualifications
and training

● GCSE/GCE or equivalent
in English and Maths at
pass level (L4 or grade
C)

● Level 5 qualification
in a relevant
discipline including
business,
management,
finance or HR

Application form

Experience ● Working in an office
environment at senior
level

● Organising, leading and
motivating other staff
and managing change

● Developing, managing
and operating
clerical/administrative/f
inancial and
organisational systems

● Managing staff with
different roles, skills
and expertise

● Working with children
or young people

● Budget management

● Managing staff in line
with HR policies and
procedures

● Managing budgets
in excess of £500k

● For roles where
there is exam
responsibility,
experience of
managing this

Application form

Vitality Optimism Courage Equity Integrity

15



Skills and knowledge ● Good knowledge of
financial regulations

● Excellent attention to
detail

● Excellent literacy and
numeracy skills

● Excellent use of
business software for
documents, data
analysis, presentations
spreadsheets

● Excellent use of
business and school
MIS systems

● Ability to use relevant
office equipment
effectively

● Ability to plan, organise
and prioritise

● Understanding of data
protection and
confidentiality

● Understanding of
safeguarding

● Analysing and
evaluating complex
data

Interview/tests
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Personal qualities ● Commitment to
promoting the ethos
and values of the school
and Trust and getting
the best outcomes for
all pupils

● Commitment to acting
with integrity, honesty,
loyalty and fairness to
safeguard the assets,
financial probity and
reputation of the school

● Ability to work under
pressure and prioritise
effectively

● Commitment to
maintaining
confidentiality at all
times

● Commitment to
safeguarding and
equality

● Embraces change well

● Deals with difficult
situations effectively

Interview/tests
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HOW TO APPLY
If you would like to discuss the role, or have any questions please contact
Executive Assistant, Joanne Hagin (jo.hagin@ekotrust.org.uk)

Visits to our schools are warmly welcomed and strongly encouraged. These can
be arranged by contacting Joanne Hagin at jo.hagin@ekotrust.org.uk

To apply, please complete the application form and send it, with a letter of
application or personal statement, by email,to Joanne Hagin.
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FURTHER INFORMATION

Recruitment Timetable

Closing Date: Midday, 4th July 2022

Notification to those shortlisted: 6th July 2022

Selection date (in person): 15th July 2022
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Safeguarding Statement

The Trust is committed to safeguarding and promoting the welfare of children
and young people as required under the Education Act 2002 and expects all
staff and volunteers to share this commitment.

Equal Opportunities
Eko Trust is an equal opportunity employer. We welcome applications from all
suitable candidates, regardless of race, gender, sexual orientation, disability,
age or other protected characteristics.
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