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Dear Applicant

On behalf of the Trust, I would like to thank you for expressing an interest in 
becoming our Chief Operating Officer (COO).

PVAT is a collaborative family of academies: each academy retains its unique, local 
identity, sharing collective strengths and responsibilities across the Trust. We are 
currently a family of five academies (one secondary, one middle and three first). 
Two more schools are due to join us in August.  

Up to this point the Chief Finance Officer (CFO) has overseen all aspects of the 
Trust’s operations.  We are now at the point at which we need to increase capacity 
and so we have created this post as part of a new structure which will be fully 
operational from this summer.  The complete structure can be found on page four 
of this pack.

The COO will lead four key service areas:

• Estate management 

• ICT 

• Transport 

• Catering 

If appointed, you will be fully supported by the Board of Trustees and the 
Trust Executive in what will be a challenging but immensely rewarding career 
opportunity. If you want to be the part of the Penk Valley journey as our first COO, 
then I look forward to meeting you on one of our informal pre-application visits

Philip Tapp

Chief Executive Officer 
Penk Valley Academy Trust

Welcome



Our Schools
We are a growing, locally based trust.  

The trust was formed in April 2018. We have an additional secondary school 
and first school due to join us in August.

Wolgarston High School Penkridge Middle School Marshbrook First School Princefield First School St John’s CofE First School

13-18 Secondary 
Y9 - Y13

Middle (deemed secondary) 
Y5-8

First with nursery (aged 2+) 
Nursery - Y4

First with nursery (aged 3+) 
Nursery - Y4

First with nursery (aged 3+) 
Nursery - Y4

749 pupils 457 pupils 191 pupils 263 pupils 78 pupils
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Our Trust Structure
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Job Description
Role purpose:  

To provide an outstanding business service which supports the education of 
children and young people across the Trust’s schools.

The post holder will be a member of the Trust’s Senior Executive Team and is 
therefore a catalyst for positive challenge and rigorous accountability across 
all relevant service areas ensuring outstanding service provision which listens, 
evaluates and adjusts when necessary.  The COO and CFO provide strategic direction 
for their specific service areas, promoting a high level of professional leadership and 
management of non-classroom based support staff.  Development plans for each 
service area will have clear and measurable development objectives.

Responsible to:

The Chief Executive Officer.

Responsible for:

Overseeing the delivery and evaluation of the following services:

• Estate management

• ICT

• Transport

• Catering

Line management of the following roles:

• Facilities Manager

• Catering Co-ordinator

• ICT support team

Salary:

Salary subject to annual review by the Personnel Committee.

Salary £50,000.

Working Pattern

Permanent full time contract.  Start date by negotiation.

There may be a seasonality within the role which responds to the demands of 
service expectations from each school and the Trust as a whole.



Estates - Facility Management 

• Maintaining high standards of security for all school sites and their contents. 
• Arrangements put in place for the maintenance, servicing, testing and 

inspection of site equipment, fixtures and all trust vehicles. 
• Arrangements in place to deal with emergency repairs or call outs for any 

trust facilities. 
• Purchasing arrangements represent best value and contracts are secured in 

accordance with financial guidelines and regulations. 
• Developing and promoting energy efficiency measures. 
• The operation and development of cleaning and grounds maintenance 

services either through outsourcing or in-house operations. 
• Arrangements are in place for the site to remain operational during 

inclement weather where practical or effective closure for short periods. 
• Ensure effective tendering and management of contracts for work done by 

external contractors.
• To lead and co-ordinate the maintenance and development of school sites, 

and act as trust lead for any buildings work. 
• To advise the Headteachers and CEO on the strategic development of the 

sites to meet the development aims of the schools.
• To ensure that appropriate and successful bids are made annually for 

Condition Improvement Funding (CIF) and maximise income generation.

Estates – Health & Safety

• To secure appropriate advice for the Headteachers and CEO on all Health & 
Safety matters. 

• To secure effective arrangements for the monitoring and audit of Health and 
Safety matters. 

• To comply with the requirements of the Health & Safety at Work regulations. 
• Ensuring the work of any school staff and contractors meets the 

requirements of Health and Safety and other regulations. 
ICT Services 

• Develop the trust’s ICT infrastructure & vision 
• Manage the performance of the ICT service contract in relation to agreed 

KPIs and other performance criteria 

Transport

• Manage the provision of transport to and from trust schools.

Catering

• The operation and development of catering services either through 
outsourcing or in-house operations. 

Job Description



Service Provision 

• Undertaking strategic planning and providing advice to headteacher and 
school forums on the most effective use of resources. 

• Ensure the effectiveness of services to maximise the positive impact on 
teaching and learning and the safeguarding of children. 

• Develop and share good practice across all schools and into partnerships 
with other schools and relevant bodies. 

• To identify and mitigate risk and ensure the Trust Risk Register is kept 
updated.

• To attend Trust Audit & Risk committee meetings and, when necessary, 
school forum meetings.

 

Effective Day to Day Management 

• Be aware of and comply with policies and procedures relating to child 
protection, equal opportunities, confidentiality and data protection (GDPR), 
reporting all concerns to an appropriate person. 

• Maintain high quality working relationships with staff, students and 
parents/carers that contribute to creating a productive and happy working 
environment. 

• The post holder will be expected to carry out all duties in the context of and 
in compliance with all Trust’s policies and procedures and in compliance 
with our Equal Opportunities Policies and Code of Conduct. 

Other Duties 

• Participate in training and other learning activities as required. 
• Attend and participate in meetings as required. 
• Perform all other reasonable requests as required within the grading of your 

post. 
• Respect confidentiality at all times. 

The duties described in the Job Description may vary or be amended from 
time to time without changing the level of responsibility associated with 
the post. It will be reviewed regularly and may be subject to modification or 
amendment at any time after consultation with the postholder.

Job Description



Person Specification
Qualifications

Degree or equivalent E

Professional qualification in business management or equivalent D

Recognised qualifications in facilities management or health & safety D

Experience

Leading strategic planning for a large organisation / service unit E

Monitoring a range of contracts E

Successful leadership of diverse teams E

Working as a member of a senior team E

Working with Trust Boards of Governors D

Working with external partners E

Managing complex projects from inception to completion E

Managing premises related projects D

Managing risk E

Knowledge & Skills

Health & Safety legislation E

Premise management of a large site D

Understanding of working in a school context and how the role contributes to safeguarding and positive outcomes for pupils E

Ability to get the best out of any contractors employed by the school E

Ability to prioritise workloads and to work to deadline E

Highly effective administrative and organisational skills E

Relevant literacy, numeracy and ICT skills E

Ability to work strategically and seek and implement creative solutions E

Strong skills in analysis, risk management and impact evaluation E

Ability to performance manage a diverse range of staff E

Personal Qualities

Energy, drive and enthusiasm E

Works well under pressure, remains calm, copes with the unexpected E

A ‘whatever it takes’ philosophy E

Reliable, discreet, honest and trustworthy E

Excellent communication skills and a positive ambassador for the Trust E

Commitment to own professional development E

Reflective and always willing to learn E

Commitment to partnership working E

Excellent attendance and punctuality E

Decision-making skills E

Self-motivated E

Resilience E

E:  Essential

D: Desirable



How to Apply - Guidance Notes 
Please read these guidance notes before completing your application. 

Please read the job description and person specification thoroughly. The essential criteria are the 
minimum level of skills, knowledge and experience required for the role and are of equal importance. The 
desirable criteria are those that will enable the successful candidate to perform the job more effectively 
and will be used for shortlisting purposes if several candidates have all the essential criteria.  The 
shortlisting panel will be looking for evidence in your application which shows that you meet the criteria. 

Prior to applying:

You may wish to attend one of our informal visits to the trust. Further, if you are unclear about any aspect 
of the application process or you would like any additional information about Penk Valley Academy Trust 
please contact Mrs Donna Harrison on d-harrison@penkvalley.co.uk

Electronic Application Form

Please ensure you complete all sections of the electronic application form. The school is committed to 
safeguarding all young people and children and requires candidates to explain all gaps in their career 
history. Penk Valley Academy Trust reserves the right to reject incomplete application forms. Any 
inconsistencies or anomalies will be explored at, or prior to, interview. 

Applications should be submitted by email in accordance with the application pack available from the 
Penk Valley Academy Trust Vacancies page. Please note that CVs will not be accepted. Please also note that 
any applications received after 12 noon on Wednesday 15 2019 will not be considered. 

Interview dates will be Wednesday 22 May 2019. Should you decide to apply, please confirm your 
availability for these dates when submitting your application. 

References will only be taken up for shortlisted candidates who will be notified beforehand. Please 
contact each of your named referees to inform them that, if you are shortlisted, we will request a 
reference prior to interview. 

Please note that providing false information as part of your application may lead to a withdrawal of any 
conditional offer of employment, or disciplinary procedures potentially leading to dismissal without 
notice if you have already been appointed. 

Download the application FORM  
from www.penkvalley.co.uk




