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Director of Operations 
 

   

Salary Range: £70K - £75K  

Contract: Permanent - full time,   

Location : Manor Multi Academy Trust   

Reports to: Chief Executive Officer (CEO)  
   

This is an exciting and unique opportunity to join a successful and established Multi 

Academy Trust. Are you an outstanding leader? Are you passionate about the value of 

education?   
  

We are looking for a credible, dynamic and inspirational leader to join our successful and 

thriving family of schools.  
   

The Director of Operations is a newly created post which will lead the development and 

implementation of the Trust’s Strategic Development Plan relating to Finance, Digital, 

Estates and People. You will have outstanding financial awareness, excellent 

commercial and business acumen, a track record of delivering core support services, 

experience of procurement, programme and project management and of course  strong 

leadership skills.   
  

    

Do you have significant commercial, service delivery and financial experience?  

Do you have professional expertise in change management and business 

transformation?  

Do you have a passion for education?  

Would you thrive on supporting and enabling our school leaders to create the best 

possible outcomes for our children?  

Would you be motivated by playing your part in achieving the Trust’s mission, vision and 

values?   

Would you be excited about the opportunity to collaborate and innovate and help us 

achieve even greater heights?   
   

If so, this role could be for you.  
   

To be successful in this role you will be able to demonstrate:  

• A strong track record of successful leadership at a senior level  

• Experience of developing operational reporting systems  

• Strong programme/project management, planning and development experience  

• Experience of strategic procurement, handling commercial contracts and contractors  

• Experience of utilising assets and resources to maximise generation of income  

• Experience of strategic financial planning and budget management  

• Experience of developing initiatives and successfully managing complex change and 

transformation projects   

• An understanding of how to maximise digital and data capability to deliver high quality 

services and systems  

• Energy, enthusiasm and confidence to inspire excellence. A mind-set of continuous 

improvement and a results-driven approach with the ability to work to challenging  

deadlines  
   



  

    

  

  

Introduction from the Chief Executive, Anita Cliff  
  

On behalf of the Directors I would like to thank you for your interest in the exciting new role 

of Director of Operations for Manor Multi Academy Trust.  This is a vitally important 

appointment in the next stage of our growth plan and one which will have significant 

influence in further establishing the work of our Trust. I hope that having read the 

information, you will feel excited and inspired to take your interest further and submit your 

application.  

  

We feel that this appointment will strengthen the work we do with our schools.  Working 

closely with the Chief Executive Officer, and the Senior Executive team, the successful 

candidate will firmly embed all the relevant operational and legislative frameworks, policies 

and working practices necessary for the Trust to flourish and grow.  The role will provide 

excellent career development for the successful candidate, allowing them to build on their 

specialism but also giving them the opportunity to learn new aspects of the business.  Most 

importantly, this is an exciting opportunity to work alongside a team of trusted colleagues, 

share the workload and develop a professional partnership which reflects the Trust’s values, 

aims and objectives.   

  

We are looking for a highly driven individual with the qualifications, skills and experience to 

fulfil what will be a key new role within the Trust’s leadership structure.  Applicants should 

have the desire, ambition and commitment to build on our strengths and create the best 

possible outcomes for our children.   

  

We would be delighted to hear from you if you are interested in this exciting opportunity to 

make a real difference to the children and schools of Manor Academy Trust.  

  

You can find out more about Manor Multi Academy Trust on the website  

manormultiacademtytrust.co.uk  To arrange an informal and confidential discussion or if you 

would like to come and have a look at any of our schools, please contact Susan Hateley, PA 

to CEO  and Executive leadership Team/ Clerk to Trust Board on 01902 556460  

              

Anita Cliff  

CEO  

Manor Multi Academy Trust  

  

  

  

 



  

    

 

Key Dates  
  

 Item  Date  Notes  

Closing date for applications  

Applicants must submit a Manor 

MAT Application Form 

Thursday, 19 August 

2021 

Applications received after this 

date and time will not be accepted.  

  

Short-listing for interview   From Friday, 20 August 

2021 
  

  

Interview process   Interviews to take place w/c 6 September  

Panel decision    

Subject to references and ratification  

  

    

  

 

 

Please return your completed application form to:  

Susan Hateley  

PA to CEO/ Executive Leadership Team  

Manor Primary School  

Ettingshall Road  

Coseley  

Wolverhampton  

WV14 9UQ   

  

shateley@manorprimary.com  

01902 556460  

  

  

  

  

 

 

 



  

    

 

 

 

About us  
Founded in 2016 Manor Multi Academy Trust originated from the highly successful school 
improvement and partnership work led by Manor Primary School in Wolverhampton, a National 
Teaching School with a proven track record of achieving the highest of standards and a 
reputation for supporting the development of many schools locally improve.  

Our Trust’s aspiration is that every child who attends a school within our MAT attends a “Great 
School.” We want all of our pupils to be nurtured, inspired and receive a world class education. 
Our goal is to ensure that every member of staff receives the highest quality professional 
development and tailored support to enable them to be the best they can be.  

We are passionate about system-led change – our Trust is built upon the principle of schools 
supporting schools. We are very open in our approach and readily share our resources and 
thinking, both within the Trust family and with our neighbouring schools.  

  

Our Vision and Values  
  

Our mission is to inspire belief in everyone, creating individual and collective futures, 
with an unswerving commitment to our communities and beyond. We pledge to 
champion each other, together  

Our vision is to bring inspiration and innovation, with a courageous enthusiasm for excellence, in 
order to create amazing futures, together.  

Our Trust is committed to leading by example and lives by its unswerving commitment to our 
core values of integrity, ambition, collaboration and inclusion  

  

  

  

  

  

  

 

  



  

    

 

Director of Operations - Job Description  

Salary Range: £70K - £75K (dependent on experience)  

Contract: Permanent – full time,   

Location: Any Manor MAT School  

Reports to: Chief Executive Officer (CEO)  

The Director of Operations will provide the strategic and operational leadership for the business, financial and 
commercial operations of the Trust. We expect the postholder to put the provision of the very best education for 
our pupils at the heart of every decision they make.    

  

Key Purpose:  

➢ To be a highly visible and credible leader within the Trust and work to support the Board of 

Directors, Chief Executive Officer (CEO) and Executive Leadership structure.  

➢ To be responsible for the leadership and development of the business, financial and commercial 

operations across the Trust, to include Financial, Estates, Digital and People strategic agendas.  

➢ To ensure the support structure and infrastructure reflects best practice from business, education 

and emerging research.   

➢ As a member of the Executive Management team, to contribute to organisational strategy and 

policy development across the Trust in order to support our aims and objectives.   

➢ To lead on policy development and implementation in all areas of responsibility, reporting on 

progress as appropriate.   

➢ To ensure Manor Multi Academy Trust is outstanding in all regards.  

➢ To  bring a modern, innovative and business-like approach to leadership ensuring that services, 

systems and processes are optimised,  efficient and constantly improving  with a focus on service 

partnership across our schools.   

➢ Ensure regulatory compliance with Academies financial handbook and Charities best practice  

➢ To support the CEO with any future Academy conversions  

➢ Implement strategies to drive Trust revenue, efficiency and effectiveness  

Accountabilities:  

The appointee will work within the Trust as a member of the Executive Leadership Team.  

The CEO will hold the post holder to account.  

  



  

    

 

Job Description and Role Profile:  

The post holder will be a fully qualified accountant with significant senior leadership experience across a 

range of professional areas of business including Finance, Estates Management, Digital and People 

agendas. Critically the post holder will contribute and challenge constructively as a member of the 

Executive Team, and establish strong working relationships with the Chief Executive, supporting cohesive, 

organisation wide strategies and initiatives.  

The post holder will lead and empower a team of people to deliver high quality support services, working 

with colleagues and stakeholders across multiple settings, , communicating and collaborating effectively  

to enable the best possible outcomes across the Multi-Academy Trust.  

 

Corporate Responsibilities  

• Providing sound leadership and direction for Manor Multi Academy Trust’s financial management, 

including supporting the development of strategy, long-term financial forecasts, infrastructure and 

business modelling as part of the Executive Leadership Team.   

• Leading the Finance, IT and Estates Teams, with oversight of legal, risk and compliance activities, 

insurance and all major contracts.   

• Acting as the Company Secretary.   

• Developing and contributing to the culture of the Trust ensuring high standards of professionalism, , 

accountability, continuous improvement and cost effectiveness.  

• Reflecting and modelling behaviours in line with the vision and values of the Trust and assisting in 

cultivating an environment which promotes equality, diversity and inclusion across the Trust  

• Providing strategic leadership in a manner that inspires, challenges, motivates and empowers others 

to deliver the Trust’s strategy.   

• Supporting and nurturing  the Trust’s values of integrity, ambition, collaboration and inclusion  

• Working as an Executive team member to deliver the Trust’s strategic plan and vision for school 

improvement as a whole, sharing information and best practice openly and productively.  

• Leading, developing and holding to account senior colleagues to deliver high quality performance, 

ensuring that effective performance management and succession arrangements are in place.  

• As the Trust grows, ensuring that business and operating models provide best value for money.  

• Observing and implementing  policies, procedures, working practices and regulations, including those 

relating  to Child Protection, Equality and Diversity,  Health and Safety, Confidentiality, Data Protection 

and Financial Regulations, reporting any concerns to an appropriate person.  

  

Strategic   

• Financial evaluation of opportunities and implications of additional schools seeking to join the MAT, 

including potential financing, funding and central contribution levels.   

• Operational efficiency reviews and identification of the potential for financial efficiencies across the 

MAT.   

• Reporting at Trust Board meetings, and Audit and Finance Committee meetings.  

• Maximising sources of revenue, and the utilisation of Trust assets to ensure the financial stability of 

the MAT.   

• Support the CEO in fulfilling his obligations as Accounting Officer for the Trust.   

• Support the CEO in analysing and planning for the future needs and development of the Trust and in 

fostering a culture of collaborative working both within the Trust’s schools and amongst the local 

community.   



  

    

 

Financial   

• Responsible for the responsibilities of the Chief Financial Officer as defined in the Academies Financial 

Handbook   

• Management and where necessary enhancement of the financial governance framework to guide the 

Trust’s financial decision-making and development.   

• Overseeing the work of Head of Finance ensuring annual budgets and forecasts are aligned to strategic 

plans, including agreement of underlying assumptions.  

• Overseeing financial and other reporting systems, ensuring these meet the requirements of charity 

accounting and regulatory authorities.   

• Overseeing financial management information, ensuring accurate monthly management accounts for 

Executive team and senior level budget holders and regular financial reports for Trustees.   

• Overseeing cashflow management and forecasting and banking arrangements.   

• Overseeing and ensuring an effective payroll function.   

• Undertaking other financial analysis and reporting as requested by the Chief Executive.   

• Overseeing financial management for all schools in the MAT, including ensuring effective management 

of delegated school budgets. 

• Overseeing the effective deployment of income-generating activities to maximise the Trust’s financial 

resilience. 

• Creating revenues through strategic partnerships and developing business cases for successful grant 

applications and bid submissions.  

Procurement and Contract management  

• Ensuring best value in the acquisition of supplies and services through effective procurement and 

tendering processes, ensuring compliance with policies, relevant legislative and regulatory 

requirements.   

• Providing programme and project management expertise and advice to the Executive Leadership 

team.   

• Monitoring the operation and effectiveness of contracts entered into for the supply of goods and 

services.   

• Ensuring the Trust uses appropriate funding mechanisms to enable value for money on capital 

projects.   

• Overseeing significant capital building projects, liaising with Heads, Councils, consultants, contractors 

and other stakeholders as necessary.      

• Investigating, sourcing and maximising income opportunities (revenue and capital), liaising with 

funding agencies and government to prepare bid submissions.   

• Ensuring appropriate, timely and cost effective deployment of funds received from successful bids.    

Ensuring all legal agreements for services, supplies, leases etc. are structured appropriately and in the 

best interests of the Trust.  

  



  

    

  

Risk, Legal, HR and Compliance   

• Ensuring risk management processes and disciplines exist across all functions in liaison with the Trust 

Board.   

• Overseeing the Risk Register, ensuring mitigations in place against identified risks.   

• Overall responsibility for Manor Multi Academy Trust’s Policy Framework, ensuring effective review, 

implementation and compliance.   

• Leading and reporting on legal and contractual matters, liaising with established external legal advisers 

as required  

• Leading on Human Resources and employment policies, procedures and contracts, liaising with 

external providers and suppliers as required.   

• Supporting the CEO in ensuring that the Trust and the academies within the Trust have staffing 

structures and workforce strategies which support high quality education for all children.   

• Liaising with the designated Data Protection Officer to ensure compliance with the requirements of 

relevant legislation as it affects all schools within the MAT.   

• Ensuring the MAT meets all of its obligations relating to Safeguarding and Keeping Children Safe in 

Education.  

• Developing and ensuring provision of a core Trust HR service.  

• Providing strategic leadership, direction and effective delivery of Human Resources in line with the 

Trust’s vision, values and culture.  

• Ensuring HR service provision for  all stages of the employee lifecycle from recruitment, induction, 

contracts, pay and reward, conditions of service, employee relations, talent and performance 

management, succession planning and wellbeing,  making recommendations to the CEO and Trust 

Board as appropriate.  

• Assisting the Director of Finance with the preparation of annual costed staffing plans for approval by 

the CEO and Trust Board.   

• Establish Manor Multi Academy Trust as an employer of choice through the development of a positive 

employer brand and innovative approaches to employment practices.   

• Organise and lead staff training and CPD for Central Support Team members  

• Carry out performance management of Central Support Team members 

• Develop Business Continuity Pam for Trust   

  

 

ICT and Data Services  

Supported by the ICT Leader and any current and future technical advisor(s)   

• Oversee the implementation of an IT strategy ensuring that there is an IT infrastructure and IT services 

that support a growing network of schools that align with the educational and development plans of 

the Trust.  

• Provide a strategic evaluation of the opportunities and risks of new and emerging technologies.  

• Ensure quality assurance and disaster recovery procedures are robust.   

• Maintain systems to enable tracking of the Trust’s performance metrics, and the progress of initiatives.   

• Ensure the development of cutting edge communication technology to streamline the way we work.  

  



  

    

 

Estates Management  

Supported by the Estates/Site Managers and any current and future technical advisor(s)   

• Developing an Estates Management Improvement Plan (EMIP), including implications from  significant 

changes in local pupil demographics.    

• Developing and maintaining the Asset Management and Site Master plans, ensuring that accurate data 

is maintained and that projects and priorities support the educational plans and requirements of the 

Trust.   

• Developing and implementing strategies for estates management to ensure that the quality of the 

Trust’s estate and the learning environment for pupils is sustainable, maintained and improved.   

• Ensuring  the delivery of long term maintenance plans and effective planned and reactive maintenance 

services.   

• Ensuring regular testing is completed and records are maintained as required for buildings, materials, 

hazardous substances, water, appliances, services etc.   

• Ensuring  the safety and security of all school sites and all physical assets.   

• Developing and delivering building improvement projects, including  liaising with architects as 

required.   

• Ensuring value for money of all estates expenditure.  

• Ensuring effective tendering and management of contracts for work done by external contractors.   

• Ensuring  effective implementation of Health and Safety requirements across the Trust and compliance 

with Health and Safety law.   

• Establishing clear accountability for health and safety management across the Trust; reporting risks 

and mitigations to the CEO and Trust Board.   

 

Content, Communications and Marketing  

• Leading on the development of digital content, communications and marketing in line with the vision 

and ambitions of the Trust.   

• Developing a clear and consistent brand, including guidelines.  

• Commissioning and creating innovative and creative marketing and promotional media and content 

consistent with the trust brand, eg. Prospectus, websites, Social media etc.   

  

  

  

  



 

Director of Operations - Person specification  

  

Criteria  Essential  Desirable  

Qualifications 
and 
Experience  

• Degree or equivalent level qualification   

• Qualified accountant or equivalent (CIMA, CIPFA).  

• Strong track record of successful leadership at a senior level  

• Demonstrable success of setting and delivering the operations 
strategy  

• Experience of developing operational reporting systems  

• Experience of working with senior stakeholders to develop 
strong operational understanding  

• Experience of leading operations in a multi-site operation  

• Strong programme and project management, planning and 
development experience  

• Experience of strategic procurement and handling commercial 
contracts and contractors  

• Experience of utilising assets to maximise generation of 
income  

• Practical and successful experience of performance evaluation 
and management  

• Experience of strategic financial planning and budget 
management  

• Experience of leading and managing complex change and 
transformation projects   

• Experience of good people management, leading individuals 
and teams to achieve exceptional outcomes 

• Experience of a senior 
level role within the 
education sector  

• Senior level 
experience of 
management of major 
building and/or land 
development projects  

• Data Protection 
experience  

   

Skills and 
Knowledge  

• Business and commercial acumen to support the Trust as this 
grows and develops  

• Able to engage and communicate effectively with a range of 
stakeholders, building relationships and modifying style as 
appropriate to the audience  

• Ability and willingness to hold others to account for their 
performance  

• Results focused with the ability to work proactively, plan, 
organise, optimise resources and complete targets within 
agreed timescales  

• Build a vision and communicate clear purpose and sense of 
direction  

• Skilled in strategic planning and able to deliver a culture of 
outstanding performance to achieve targets  

• Facilitating collaboration and innovation,  challenging, 
motivating and inspiring others to improve outcomes.   

• Strong IT skill set and knowledge of core IT infrastructure, 
capability and networks  

• Knowledge and understanding of good employment practices.  

• Knowledge of 

funding, regulatory 

and the legislative 

environment of 

academies and Multi 

Academy Trusts  

• Knowledge of 

educational policy 

developments and 

implication for 

inschool practices  

  



 

Personal 
Qualities 

• Entrepreneurial and ambitious with energy, charisma and 
ability to manage multiple activities 

• Ability to find innovative solutions to complex problems  
• Acts as an ambassador with the authority to command the 

respect of current and prospective Heads and senior 
stakeholders 

• A creative and positive mind-set Personal strength of 
character through transparency, integrity and fairness  

• Resilient attitude with the ability to learn from 
criticism/failure 

• Good sense of humour and the ability to create a working 
environment in which people work hard and enjoy being part 
of the team. 

• A passion for education 

 

Other • A commitment to uphold and promote diversity, inclusion 
and equality of opportunity 

• Demonstrates an understanding of Safeguarding issues 
relevant to the post   

• A deep commitment to the vision, values and aims of the 
Trust 

 

 

  


