
   

 

Candidate Brief  
 

Operations Manager 
ASAP 

Full time & Permanent  

Salary Circa £30,000 per annum 

 

 

BLENHEIM HIGH SCHOOL 
LONGMEAD ROAD, EPSOM, SURREY, KT19 9BH 

www.blenheim.surrey.sch.uk  

 

http://www.blenheim.surrey.sch.uk/


2 | P a g e  

 

 

Background Information 
Such was the improvement in Blenheim’s GCSE results in 2018 that the Department for Education 
have confirmed that Blenheim is Surrey’s most improved school in 2018. In addition, the DFE have 
confirmed that Blenheim’s GCSE results in 2018 place the school in the top 30% nationally (DfE, 
16.10.18). 
 

Blenheim is a dynamic, exciting and supportive environment in which to work. The school opened in 
September 1997 with one year group and has grown to its current size of approximately 1310 students 
on roll including 200 in the Sixth Form.  Blenheim is a mixed comprehensive and our reputation in the 
community is excellent and as a result the school is very popular.  The intake comprises of students 
from all surrounding areas and ability levels are favourable.   
 

The school is under new leadership as of April 2017 and we have put in place a number of 
comprehensive measures designed to improve the consistency of teaching, the quality of assessments 
and the impact of feedback, so that all students make good or better progress.  
 

The ethos of Blenheim now revolves around a growth mindset where all members of the school 
community are actively encouraged to develop the characteristics of hard work, resilience, innovation 
and improvement. 2017 – 18 saw much change including the implementation of a new permanent 
Wider Leadership Team, an extended day, a comprehensive Easter Revision programme with 
appropriate staff remuneration and improved whole school consistency.  
 

Several major changes have come into effect from September 2018. These include: 
 

 The recruitment of a number of high quality middle managers and teachers. 

 A six period school day. 

 A fortnight October half term & seven week Summer holiday. 

 A three year Key Stage 4. 

 A Chelsea Girls’ Sixth Form Football Academy. 

 An alternative pathway for our less academic Key Stage 4 learners providing access to high 
quality local vocational provision. 

 

In a short amount of time we have addressed many issues and, according to our visitors, now feel like 
a ‘good school’. Of course, we want to continue to be better and as Headteacher I have made a long 
term commitment to Blenheim.  
 

Blenheim converted to Academy Status in March 2012 and we have developed many community and 
primary school links. We are a well – resourced school and are fortunate to have outstanding facilities 
including our own grounds, grass football and rugby pitches and an artificial pitch. We are not part of 
a Multi Academy Trust, although we continue to investigate this. However, with a significant capital 
reserve, from which we have complete autonomy to invest, we are genuinely in charge of our own 
destiny. Together with a very supportive governing body this has meant we have been able to ‘move 
quickly’ and invest significantly in several areas, not least in the appointment of high quality teachers 
and site infrastructure. Our buildings are modern and have just received an internal £150,000 face lift. 
Visitors now comment on the calm, purposeful learning environment that pervades.  
 

We have an iPad for learning scheme under which all students have access to an iPad with the over 
whelming majority having their own personal device and, naturally, teaching staff need to be willing 
to engage with new technologies.  
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 Job Profile 

The Role 

The Operations Manager is responsible for a high level of maintenance of the school building, grounds, 

facilities and amenities, supported by the Site Team. Plan for and supervise the maintenance of the 

buildings and site to agreed standards and cost, such that the school is a safe and pleasant 

environment for the school community, which creates and optimum environment for Teaching and 

Learning to take place. 

Accountable to: 

 Finance & Operations Director. 
 
Safeguarding 

 To be familiar with school policies, in particular safeguarding procedures, and promote the 
welfare of children. 
 

Key Accountabilities: 
 

Site Management 

 Develop a costed strategic premises development plan for the school, aligned with the School 

Development Plan and rolling maintenance schedules. 
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 Lead project management, overseeing all major premises projects from initial development 

of requirements to conclusion and hand-over of completed works to the end of the snagging 

period. This will include the selection of contractors in compliance with finance and health & 

safety policies. 

 Manage effective repairs and improvements. 

 Liaise with private contractors, Finance & Operations Director and Headteacher to fulfil the 

school’s specific responsibilities under the academy’s funding agreements.  

 Report to management on resourcing needs in respect of maintenance, security and 

enhancement of premises to ensure that annual budgetary provision is made. 

 Liaise with the Headteacher/Finance & Operations Director as appropriate to maintain long 

and short term maintenance schedules and where appropriate decide which repairs require 

outside contractors. 

 Demonstrate and assist in the safe and effective use of specialist equipment/materials.  

 Manage the Estates team & cleaning support staff, supporting in recruitment activity where 

needed. 

 Attend all appropriate meetings and training e.g. Health & Safety and premises briefings, as 

instructed by the Finance & Operations Director. 

 Assist when required, in the management, administration and operation of lettings system. 

 Monitor & manage stock within an agreed budget, cataloguing resources & undertaking audits 

as required. 

 Ensure compliance by self and others with all health and safety policies and procedures. 

 Establish constructive relationships and communication with contractors and other 

agencies/professionals. 

 Advise on matters relating to energy control: keep a log of meter readings and check the 

appropriate invoices in order to make certain they are correct. 

 Contribute to planning, development and organisation of systems/procedures/policies. 

 Manage records, information & data, producing analysis & reports. 

 Accountable for monitoring and overseeing the implementation of maintenance programmes 

in line with budgets to efficiently preserve the school’s equipment, building and amenities. 

 Ensure the efficient and effective use of the schools assets including buildings and equipment. 

 Accountable for all premises issues relating to the site including resources, health and safety, 

ensuring that inventories are maintained. 

 Ensure installation and maintenance of equipment for the detection, warning, protection and 

escape from fire.  

 Accountable for the maintenance and efficiency of the installations and plant for electric and 

gas supply, heating, hot water and reviewing and sourcing energy supply contracts at 

competitive rates. 

 Accountable for the maintenance of the school grounds ensuring the safety of the pupils and 

optimising the cost. 

 

Health & Safety 

 Comply with policies and procedures relating to child protection, health, safety and security, 

confidentiality and data protection, reporting all concerns to an appropriate person. 

 Identify, organise and report on all statutory inspections, follow-up actions and recommended 

maintenance for the site facilities and equipment. 
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 Ensure the school has a fire risk assessment and that relevant follow-up works and procedures 

are in place to minimise risks. 

 Ensure that there is a clear system in place to identify, prioritise, resolve and/or mitigate any 

raised H&S or premises issues.  

 Ensure that staff, visitors and contractors are aware of relevant legislation which is fed into 

health & safety policies and procedures and are appropriately trained for their roles within 

school.  

 Promote and safeguard the welfare of children and young people who you have responsibility 

for or come in to contact with, including ensuring that premises staff and contractors are 

aware of procedures and appropriate DBS checks and training in place.  

 Manage provision of a portering and furniture moving service to ensure supplies are in place 

and school activities can proceed. 

Person Specification 

 Experience/education/training that clearly demonstrates the knowledge, skills and abilities to 

perform the scope of job duties of the position. 

 Ability and willingness to work weekends and shift patterns as part of a rolling shift 

programme. 

 Professional, well organized and able to prioritise effectively according to risk. 

 Able to respond positively to resolve problems. 

 A good communicator with the ability to build positive working relationships with staff, clients 

and contractors. 

 Proven success in the management of excellent administrative, technical, clerical and 

customer service support functions in a fast-paced environment. 

 Experience of budgetary management and control. 

 Proven track record in motivating and leading staff. 

 A sound knowledge of facilities management. 

 A sound knowledge of Health & Safety legislation. 

 An understanding of procurement contracts, risk assessment, health and safety and 

outsourced services. 

 An understanding of school management issues and the role of the Governing body. 

 Strong organisational, planning and scheduling skills.  Effective analytical and problem solving 

skills and the ability to work independently on assigned tasks. 

 Strong interpersonal skills.  

 Experience working cooperatively with internal teams and external partners. 

 Ability to work and make decisions in a team environment, and be a team player; work with 

the schedules of other staff while being flexible and able to compromise and resolve issues 

with minimal direction; work professionally with all levels of staff. 

 Expert knowledge and skills using Microsoft Word, Excel, and Outlook;  

 Ability to work under pressure, meet strict deadlines and effectively manage time to work 

on multiple tasks in high pressure and short deadline environment, and to adapt to changes 

in work load demand and priorities.  

 Contribute to the planning, development and improvement of administrative procedures 

and systems by regular evaluation of roles and procedures demonstrating a growth mindset 

i.e. ‘always wanting to get better’.  
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 Other reasonable tasks as requested by the Headteacher.   

 To undertake any other duties commensurate with the level of the post as required. 

 
School Ethos and Culture 

 Support the Headteacher in fostering a strong sense of School community and ethos, acting 

as a positive role model to staff and students 

 To drive forward change and initiatives which promote regularity, propriety, value for money 

and best standards 

 
General 
 

 Demonstrate a keen interest in all aspects of school life. 

 To show solidarity by supporting school policy, and the senior leadership team, publicly. 

 To challenge school policy, and the senior leadership team, privately. 

 Commitment to individual continuous professional development, wanting to ‘get better’ by 
building on strengths but also recognising development areas and actively seeking to 
improve them. 
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The Application Process 

 

Please download and complete the Application Form and include a Statement of Application outlining 

your achievements to date and what you bring to the role, please ensure this is no more than two 

sides of A4. Completed applications may be emailed to Emma Matthews, Human Resources,   

matthewse@blenheim.surrey.sch.uk 

Alternatively you may post or hand deliver your application marking for the attention of Emma 

Matthews, Human Resources, Blenheim High School, Longmead Road, 16th November at 12 noon. 

We reserve the right to interview and appoint before the closing date if a suitable candidate is found; 

we would therefore welcome early applications. 

To find out more about the school or to arrange a tour of the school please contact Mrs Mel Hart, PA 

to the Headteacher, headteacher@blenheim.surrey.sch.uk  

Our school is committed to equal opportunities and to safeguarding and promoting the welfare of 

children and young people and expects all staff and volunteers to share this commitment. 

Appointment to this post will be subject to an enhanced DBS disclosure.  I enclose our policies for your 

information. 

I should remind you that you are liable to prosecution if you are included in the Disclosure and Barring 

Service’s/Disclosure Scotland’s Children’s Barred List and engage, or seek or offer to engage, in work 

which either involves contact with children or provides opportunities for contact with children. 
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