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Welcome from the CEO

Dear Candidate

Thank you for your interest in Pope Francis Catholic Multi Academy Trust.  We are the first of the permanent Catholic Multi Academy Trusts (CMATs) being set up by the Archdiocese of Liverpool and currently look after three secondary schools and four primary schools across the area.

Pope Francis Catholic Multi Academy Trust aims to provide the very best Catholic education for the young people in our schools.  We are enabling schools, aspiration and faith to flourish by: ‘Uplifting Hearts, Inspiring Minds’.

Being part of a Trust is like a family of schools at which you are always welcome, and which help each other to provide better opportunities for all staff, pupils and our local communities.

Our aim is to facilitate Catholic schools to retain their identity and history but to be supported by a multi academy trust that offers systems, services and a policy framework that allows all its schools and academies to flourish.  Pope Francis CMAT ensures all students receive an excellent Catholic education, knowing more, remembering more and achieving the best outcomes they can.

What we can offer:
We recognise that employee wellbeing and work-life balance are essential to thriving in the workplace.  The Trust places a high value on providing a range of benefits for all colleagues, beyond the essentials of receiving professional recognition, networking and CPD, commensurate financial reward and job satisfaction.

Get a sense of our full staff offering: www.pfcmat.org/Staff-Benefits-Package/ 

Thank you for your interest in this post.
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Welcome from the Headteacher

Dear Applicant


Re School Operations (Office )Manager Vacancy G Grade

Thank you for expressing an interest in our vacancy for the position of School Operations Manager Grade G.

The vacancy has been created due to the promotion of our experienced school business manager, Mrs Sandra Toner and a remodelling of the role to school operations manager. This has come about as Pope Francis Multi Academy Trust will assume the vast majority of financial and budgetary responsibilities within their finance team . Please look at the job description carefully. 

Our school administration team currently consist of Mrs Toner and Administrative Officer, Mrs Annie Hoban and they enjoy an excellent rapport with children, staff and the parent body and smoothly coordinate many school community initiatives whilst managing a wide array of administration and school business tasks on a daily basis.

Without doubt, the demands on all primary schools’ administration teams have grown over time and the school is now in a position where many of the school financial/ business tasks will be adopted by Pope Francis Multi – academy Trust.

We are a happy school with a very strong sense of community and a parent body who are very committed to supporting us in all our activities.

Please feel free to contact the school if you would like further information about this post.



Yours sincerely.

[image: ]                                                
Kieran Loftus
Headteacher
St Edmund’s and St Thomas’ Catholic Primary School
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Why choose our school?

At St Edmund’s and St Thomas’ Catholic Primary School, our Our School Mission is:

“I have come that they should have life and have it to the full…”

John 10:10

Inspired by the teachings of Christ, St Edmund’s and Saint Thomas’ Catholic Primary School encourages and guides our pupils and all our school community to have a strong sense of service, love and compassion. 

In this way, they are encouraged to develop a vision for what they want to achieve with a zest for living life to the full. 

Love Learn and Live Like Jesus

Our School Values:

Love, Service and Compassion
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Application Process

How to apply:

To apply for this post, please use our website St Edmund's and St Thomas' - Vacancies, where you can find each of the additional documents to be completed and submitted alongside your cover letter.

[bookmark: _GoBack]Your completed application should be clearly marked with the post title and returned electronically for the attention of Mr Loftus at admin@sest.pfcmat.org ensuring that you enclose the following documents: 

· CES Application Form
· CES Consent to Obtain References
· CES Monitoring Form
· CES Rehabilitation of Offenders Act 1974 Disclosure Form
· Covering letter stating how your skills and experience meet the job description and person specification

If you have any feedback on the application process and how we can make it more accessible, please let us know at info@pfcmat.org.

Pope Francis Catholic MAT and St Edmund’s and St Thomas’ Catholic Primary School are committed to safeguarding and promoting the welfare of children and young people, and we can expect all staff and volunteers to share this commitment.  This post is subject to an enhanced DBS check.

Please see link to our school’s Child Protection Policy here: St Edmund's and St Thomas' - Policies
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Job Advert

Post Title:	Operations (Office) Manager
Pay Scale: 	NJC Grade G – Spine points 20 - 25 
Contract: 	36 Hours per week, term time plus 3 weeks (93% FTE)

Pope Francis Catholic Multi Academy Trust was established to provide the very best Catholic education for the young people in our schools.  We are enabling schools, aspiration and faith to flourish by; ‘Uplifting Hearts, Inspiring Minds’

Our schools have the distinctive Catholic identity, with their own ethos.  Our aim is to facilitate Catholic schools to retain their identity and history but to be supported by a multi academy trust that offers systems, services and a policy framework that allows all its schools and academies to flourish.

Our values:
Unity – working together for excellence
Excellence – to strive to be the best
Love – respect and care for others and treat them as you want to be treated
Service – following the teachings of Christ to become valued members of our communities

Required for September 2025, a dynamic school operations manager to join a highly committed school staff.
Following the promotion of an experienced colleague. The Governors of Saint Edmund’s and Saint Thomas’ Catholic Primary School wish to appoint a dynamic and suitably qualified person to the role of School Operations Manager.

We are looking for a highly efficient and innovative individual who displays consistently high standards in all aspects of managing school business and communications. The successful applicant will adopt a critical role in working with the Headteacher, the school senior leadership team, Pope Francis Catholic Multi Academy Finance Team and Governing Body to ensure that our pupils, families and staff benefit from high standards of efficiency and effective communication. In addition to this the School Operations Manager will foster strong working relationships with other senior professionals in school and in other external agencies. 

Well -developed interpersonal skills will ensure that the successful candidate will be able to line manage staff. The successful applicant will be accountable to the Headteacher.
The children and staff are looking for someone who:
Is enthusiastic, organised, and efficient and able to work in a busy  
environment;
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Has a proven record of working in office management
Has a sound understanding of safeguarding requirements in school;
Has excellent communication skills at all levels and is a team player 
Is committed to supporting the Headteacher and Governors and Trust in improving the school and has a desire to raise standards. 
We can offer you:
Highly committed, enthusiastic and professional staff;
Children who are committed to success in their learning; 
A committed and supportive Senior Leadership team and Governing Body; 
A very welcoming school community
Visits by prior appointment are warmly welcomed. Please contact the school on 0151 928 5586 or e mail admin@sest.pfcmat.org.  
This school is committed to safeguarding children and we expect all staff and volunteers to share this commitment. The post will be subject to an enhanced CRB check and all qualifications will be verified. 

Applications must be submitted using attached application form

CLOSING DATE:  Friday 13 June 2025 at Midday
INTERVIEWS WILL BE HELD:  Week Commencing 16 June 2025
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Job Description

	Job Title
	School Operations Office Manager

	
	NJC Grade G Spine points 20 to 25 (pro rata) 
93% FTE Actual Salary range £29,374 to £32,768

	Main Purpose
	The school operations (office) manager (SOM) is responsible for managing the operation of the business functions of our school, including health and safety, human resources, premises compliance and administration communication. 
They will advise on and implement the day-to-day support that enables the school to operate effectively and efficiently, and that allows other members of the leadership team to focus on teaching and learning.
Reception cover as needed during busy times.

	Duties and responsibilities Leadership and management
	1. Under the direction of the headteacher, liaise and correspond on all financial matters with the nominated finance business partner of PFCMAT
1. Be responsible for line-managing some non-teaching staff, including carrying out long-term resource planning and managing recruitment, appraisal and professional development of those groups (caretaker, administrator and welfare staff)
1. In partnership with the senior leadership team, to support strategic leadership in relation to the promotion marketing of the school and development of its premises, calling on the support of resources/staffing of PFCMAT
1. Share financial understanding between finance business partner PFCMAT and governing body and SLT ensuring best value always. Collect timely monitoring budget reports from business finance partner including management of accounts cashflow and aged creditor reports.  Enter invoices and purchase orders into system, uploading scanned documents.
1. Ensure that school meets all legal compliance in relation to health and safety and GDPR data protection through liaison with Compliance Education company and DPO - Dan Hennessy (CFO)
1. To attend governing body meetings as required, preparing and presenting papers/copies of policies and documents as directed by the Headteacher, financial information supplied by PFCMATon a termly basis including annual budget statements.  Dfe financial returns will be completed by the Trust.
1. To undertake all duties in relation to clerking for governors’ meetings
1. To line manage welfare including assisting in their recruitment, induction and training
1. To manage and liaise with catering and cleaning and external premises contractors through facilities manager Paula Macintosh Estates Manager (Contracts in general) PFCMAT 
1. To commit to a collective responsibility in promoting the PFCMATs safeguarding policies. To ensure sound compliance with safeguarding initiatives and health and safety advice and ensure that risk assessment is proactively managed.



	Duties and responsibilities
Finance
	1. In partnership with the headteacher and PFCMAT, manage the school’s budget and liaise with PFCMAT finance business partner to ensure it is balanced, realistic, and represents an effective use of public funds 
1. Following liaison with Financial business partner PFCMAT submit the budget to the governing body that takes account of school development needs
1. With the headteacher and PFCMAT Business Partner, prepare an annual budget, monitoring reports to variations in the school’s financial profile
1. Ensure that all staffing salary and hours adjustments are made using the payroll system under the direction of the Headteacher and that monthly reconciliations are made
1. Maximise income through private lettings and be responsible for direct liaison with external organisations and their associated financial transactions
1. Liaise with the PFCMAT finance team who will develop grant funding applications relevant to primary school improvement and development under the direction of SLT.
1. Ensure that all appropriate Trust insurance policies are in place and that claims are resolved by the school in a timely manner
1. Pursue any outstanding income arrears and take appropriate action where possible
1. Assist admin officer with any purchase orders


	Duties and responsibilities
Personnel
	1. Ensure that HR recruitment, appraisal, disciplinary and grievance policies are administered in accordance with employment law and that this is communicated with HR responsible officer at PFCMAT
1. Manage recruitment processes and tasks related to staff recruitment with particular reference to safer recruitment checks for prospective employees. Ensure that all references for recruitment activities are sought in a timely manner and the recruitment apps (PFCMAT) are used
1. Maintain the Single Central record ensuring that all DBS checks are maintained for all staff (as well as governors and volunteers) working in school using SCR Online
1. Be the primary contact for staff absence and manage staff absence records online. Conduct back to work interviews and advise the Headteacher on matters arising. Complete referrals to Occupational Health and advise any impacts of reports to Senior Leadership Team SLT and liaise with Trust
1. Advise Headteacher on HR matters in relation to pay and contractual changes in relation to employment law in conjunction with HR Officer PFCMAT
1. Manage suitable training opportunities for caretaker and administrative and welfare staff
1. Maintain staff and governor personnel files which should include training records, contractual changes and details relating to appointment. Book courses for all professional development
1. Attend bursars network meetings in consultation with the Headteacher
1. Oversee induction programmes for newly appointed staff under the direction of the Headteacher

	Duties and responsibilities
Premises and Health and Safety
	1. With the headteacher and premises team, supervise the    
     maintenance of the school site 
1. Implement systems to manage identification of hazards and develop risk assessments with (RA provider Compliance Education)
1. Collate all risk assessment documentation with the site manager and take a leading role in ensuring the Health and Safety Policy is accessible to all staff
1. Be the lead person to provide statutory compliance to external providers; e.g. Asbestos Management Plan
1. To oversee any lettings of the school premises to outside organisations in line with PFCMAT policy
1. To ensure that school trips placed on Evolve through Compliance Trust has overview of these activities.


	Duties and responsibilities

Information Systems
	1. To manage the SIMS school information system to in relation to all aspects of school’s business
1. To liaise with the Trust’s IT contractor Computeam in relation to all aspects of the service 
1. To manage reprographics, email and communication systems with associated providers to ensure the smoothing running of day to day school business

	Duties and responsibilities

Administration 


	1. Keep records in accordance with the school’s record retention schedule and data protection law, ensuring information security and confidentiality at all times 
1. Be the school’s data protection officer, taking responsibility for monitoring data protection compliance and advising the school community on data protection issues
1. Prepare returns of data for DFE CES, School Workforce, Census   and other agencies within statutory guidelines
1. Ensure inventories of school equipment are maintained for the school asset register
1. To work together with the administrative officer to ensure that general administration and communication maintains high standards
1. To maintain high standards of child protection and confidentiality in all school sensitive matters
1. To liaise and maintain a contemporary record of contacts with LA staff and other agencies
1. Open new year in SIMs Promotion Mapping


	General
	1. Undertake the general daily administration duties when necessary including dealing with enquiries, receiving visitors and providing support to the front office when the arises.
1. Assume any responsibilities when other tasks relate to the post and will increase general effectiveness of the school office
1. Contribute to the positive ethos within the school with a calm and positive attitude towards tasks in hand.
1. Procurement three quotes at school level in excess £2500, then if in excess of £10,000 refer to CFO.
1. Any other reasonable task that Headteacher deems appropriate.


	Accountability
	The school operations (office) manager is accountable to the Headteacher
The school operations (office) manager is responsible for the office, caretaker and welfare staff

	Contract
	Hours of work 36 per week basic Term time only plus three weeks.




Pope Francis Catholic Multi Academy Trust and St Edmund’s and St Thomas’ Catholic Primary School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

This post is subject to satisfactory references which will be requested prior to interview, an enhanced Disclosure and Barring Service (DBS) check, medical check, evidence of qualifications plus verification of the right to work in the UK.

Pope Francis Catholic Multi Academy Trust is committed to ensuring that the Trust complies with all legislative requirements on safeguarding and child protection and that the Trust actively promotes diversity, unity and community cohesion and that it supports pupils to become successful, compassionate citizens.  The Trust will ensure a continual focus on equality as measured by pupil progress and outcomes.

Please see link to our school’s Child Protection Policy here: St Edmund's and St Thomas' - Policies

Whilst every effort has been made to outline the key duties and responsibilities of the role, it is not an exclusive list.  The duties and responsibilities of the role may vary from time to time, commensurate with and without changing the general character of the level of responsibility entailed and would not in itself justify a reconsideration of the grading of the post.
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Person Specification

Applicants must meet all of the essential requirements for this post.  These will be measured as shown:
Source: Application (A)  Interview (I)

Applicants should be able to provide a well-constructed and concise application providing demonstrable evidence of the essential requirements for the role.

	Qualifications and Professional Development
	Essential
	Desirable
	Assessed by

	NVQ 3 or equivalent qualification in relevant discipline, e.g.Business Administration Level 3

	· 
	
	A/I

	Willingness to participate in training and development opportunities

	· 
	
	A/I

	GCSE or equivalent in English & Maths

	· 
	
	A/I

	Safer Recruitment training undertaken

	
	· 
	A/I

	Valid First Aid qualification

	
	· 
	A/I

	Additional qualification in relevant discipline including ICT
	
	· 
	A/I



	Knowledge, Skills and Competencies
	Essential
	Desirable
	Assessed by

	Be able to work independently, prioritise effectively and manage multiple tasks whilst working in a busy office

	· 
	
	A/I

	Good numeracy/literacy skills

	· 
	
	A/I

	Effective use of ICT and other specialist equipment / resources including Microsoft Office

	· 
	
	A

	Ability to relate well to both children and adults

	· 
	
	A/I

	Ability to respond supportively to the significant emotional and physical needs and requirements of students
	· 
	
	A/I

	Work constructively as part of a team, understanding roles and responsibilities within the service and your own position within these

	· 
	
	A/I

	Sound understanding of data protection regulations

	· 
	
	A/I

	Ability to self-evaluate learning needs and actively seek learning opportunities
	· 
	
	A/I

	Analytical and problem-solving skills

	
	· 
	A/I

	Friendly and approachable manner with excellent interpersonal skills

	· 
	
	A/I

	Flexibility

	· 
	
	A/I

	Professional Approach
	· 
	
	A/I

	A commitment to working as part of the whole service team and supporting the vision and aims of the service

	· 
	
	A/I

	Good understanding of equal opportunities 

	· 
	
	A/I

	Willingness to undertake first aid qualification
	
	· 
	A/I



	Experience
	Essential
	Desirable
	Assessed by

	Experience of development, management and operation of administrative systems

	· 
	
	A/I

	Significant experience of running an office

	· 
	
	A/I

	Administration of DBS checks

	
	· 
	A/I

	Experience of working in a school or other educational environment

	
	· 
	A/I

	Experience of prioritising you own workload.

	
	· 
	A/I

	Good organisational, communication and negotiation skills demonstrating integrity, confidentiality and confidence.  

	· 
	
	A/I
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