SCHOOL OPERATIONS OFFICER

Location: Regional 

Reports to: Headteacher

Key Stakeholders: Senior and Regional Directors, Headteachers, Business Support, HR, Quality Assurance

ROLE PURPOSE

The School Operations Officer is a role that focuses on the day-to-day non-teaching operations of a School. It usually sits between clerical/office staff and senior leadership, making sure the School office, resources, and wider support services run smoothly.

ESSENTIAL DUTIES

Administrative Operations
· Oversee daily operations of the School office, ensuring front-of-house runs smoothly, handling enquiries, and supporting parents and visitors.
· Maintain and monitor School systems and databases (e.g. pupil records, attendance, safeguarding).
· Manage correspondence, filing, and document production to school standards.
· Drafting letters/emails to parents, updating noticeboards and School systems.
· Oversee reception duties including answering calls, hospitalising, distributing post and deliveries etc.
· Provide the Headteacher with administrative support 
· Diary Management/ maintain school calendar 
· Coordinating maintenance requests, monitor regulatory health and safety checks, ordering supplies, overseeing contractors.


Educational Administration
· Collate and support with the submission of statutory data to the Department for Education and local authorities.
· Support communication with parents including: booking parent/carer visits as required, reporting absence, illness, injury etc
· Coordinate resource orders including: uniform, stationery and food orders.
· Reconcile Petty Cash
· Conduct welfare calls 
· Provide exam assistance where required
· Address invoice queries/processing 
· Monitor School mailbox monitoring/responding to enquiries  
· Communication links between other support services & school e.g. Facilities (including Contractors) HR & Marketing
· Hold responsibilities where required for: first aid, accident reporting and fire warden
· Keeping attendance and safeguarding records accurate, managing admissions paperwork, ensuring compliance with school policies.
· Supporting with budget monitoring, purchase orders, and liaising with finance teams.
· Supporting the Headteacher with financial compliance and reporting.
· Maintaining accurate use of the school’s MIS (e.g. SIMS, Arbor, or Compass-specific systems).
· 
Safeguarding Responsibilities
· Attending safeguarding training and ensuring admin practices support safeguarding.


HR 
· [bookmark: _Hlk210288320]Maintain staff accident/incident records and ensure compliance with accident/incident  reporting.
· helping with recruitment administration, induction, and staff absence records.
· Coordinate the ordering of staff equipment i.e. ID badges, keys, equipment 
· New staff process 


Compliance and Policy
· Administer documentation for inspections, policies, and compliance reporting.
· Ensure GDPR and safeguarding protocols are followed in all administrative practices.
· Ensure regulatory health and safety checks are completed and escalate to the facilities management team accordingly.  

Admissions and Pupil Support
· Manage pupil admissions and transitions (including: consent forms for students)
· Act as the first point of contact for parents and carers, ensuring timely and professional communication.

Events and Meetings
· Organise and service School meetings and events, including distributing agendas and recording minutes.

Other Duties
· Support the Business Support Team with tasks such as uniform provision and whole-school initiatives.
· Provide general administrative support across departments as needed, including minuting meeting when required.

CANDIDATE PROFILE

Qualifications & Experience
· Strong administrative experience, ideally in a social care, education or regulatory setting.
· Good working knowledge of Microsoft Office tools (Excel, Word, Outlook, Teams).
· Familiarity with compliance processes, audits or data reporting (desirable).

Skills & Attributes
· Highly organised, with excellent attention to detail.
· Clear communicator, both written and verbal.
· Able to manage multiple priorities and deadlines.
· Discreet, professional and committed to confidentiality.
· Motivated by supporting others and improving systems.

Candidate Profile – Behavioural & Cultural Fit
· Resilience and ability to work under pressure in a busy school environment.
· Collaborative approach, working well with teaching staff, parents, and external partners.
· A child-centred outlook, aligned with Compass’ REACH ethos 

SUCCESS IN THIS ROLE LOOKS LIKE
· Headteachers feel well-supported and equipped to focus on leadership priorities.
· Administrative systems and trackers are accurate, timely, and accessible.
· Compliance data is proactively monitored and shared to support readiness and governance.
· Operational teams experience smooth and efficient administrative coordination.
· Staff and pupils feel supported by smooth operations, enabling better teaching and learning.



ABOUT COMPASS COMMUNITY

Compass Community exists to create a future of strength and opportunity for every child. We provide specialist fostering, residential care and education services through an innovative, therapeutic approach that puts children at the centre of everything we do. Our ambition is bold but clear: to be the UK’s leading children’s services provider, reaching more children, being the best place to work in the sector, and transforming children’s services for good — all while maintaining the highest standards of quality and safeguarding.


OUR PEOPLE AND OUR REACH ETHOS

Our people live our REACH ethos every day — we are Resilient, Educators, Accepting, Child-Centred and Holistic. This means we keep showing up, especially when it’s tough, because trust, healing and growth depend on it. We listen, we learn, and we adapt, knowing that change starts with us. We accept every child exactly as they are, and help them belong, connect and thrive. This is who we are and what we stand for — and we expect everyone who joins us to do the same.
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