
   
 
 

Operations Controller  
Appointment Brief 
 

Reporting to: Chief Operating Officer and Principal Prior Park Schools   

   

Prior Park Schools 

Prior Park Schools (PPS) is a charitable trust comprising three independent but interdependent day and 

boarding schools set in the South West of England and Gibraltar:  Prior Park College (PPC), the senior school 

and The Paragon, the junior school, both in Bath, and Prior Park School, a senior school in Gibraltar.  Each 

school provides high achieving, co-educational, Catholic/Christian education. The heart of Prior Park Schools 

is the encouraging Christian ethos which nurtures over 1,000 pupils aged between 3 and 18 years to become 

confident, capable, compassionate and independent minded young people. 

 

Each school has a Headmaster and a Leadership Team who lead the day to day educational business of their 

respective schools. The Governing Body provides governance and support to the Headmasters and their 

schools via a number of Advisory Committees which include Local Governance Committees for each of the 

schools and a Finance and General Purposes Committee (F&GP) providing the coordination and decision 

making for Trust wide activities. 

 

The executive management of the schools is devolved to a “Board” called the Prior Leadership Team (PLT) 

which comprises the Headmasters of each constituent school and the Chief Operating Officer (COO). The PLT 

is led by the Principal supported by the COO. This Executive Board drives the strategic development of PPS, 

ensuring that it is on track to deliver its Vision and thereby remains a market leader in independent education. 

Our Schools 

With nearly 600 pupils, Prior Park College, in a most beautiful setting on the southern slopes of Bath, is one 

of the largest independent, co-educational, Catholic, Christian, boarding and day schools in the UK.  While 

retaining full-time boarding at its heart, Prior Park caters for day and weekly boarding students offering 

stimulating opportunities for students to contribute to a vibrant and creative community. The College aims to 

inspire and challenge every one of its pupils to prepare them for the next stage of their lives. 

 

The Paragon is a co-educational Christian day school based in a beautiful Georgian house a mile from the 

centre of Bath. The school enjoys 7.5 acres of gardens and woodland and shares in the superb science, sport, 

drama, dance and other facilities of Prior Park College, half a mile away. With a full range of indoor and 

outdoor teaching facilities, The Paragon cultivates a love of learning and encourages independent and creative 

thinking. Catering for more than 250 children from 3 – 11, the school offers a broad curriculum taught in small 

classes by teachers with a real passion for their subject, and the majority of pupils progress to the College. 

 

Prior Park School, Gibraltar is a recent introduction to our family of schools having opened as Gibraltar’s 

first co-educational senior school following the same Catholic/Christian ethos as Prior Park College. Currently 

the school has 92 pupils across three year groups but this is expected to grow to a full senior school including 

6th form by 2020/21 with capacity for 240 students. 

 

More information can be found at www.priorparkschools.com. 

 

 

 

 

 

http://www.priorparkschools.com/


 
 

 

The Appointment 

Prior Park Schools now wish to appoint a talented and skilled Operations Controller to work closely with the 

COO in this busy but rewarding key generalist role.  

 

The Role 

The Operations Controller will assist the COO in overseeing the delivery of bursarial functions across all 

schools. The post holder will report directly to the COO who will be his or her line manager and will also 

ensure that the Principal of Prior Park Schools is both supported on and kept fully apprised of any issues that 

may affect the effective running of the schools. 

 

The Operations Controller deputises for the COO in key areas such as involvement with the Governors’ Estates 

Committee, Health and Safety Committee, and liaison with the Headmasters, consultants and others. The post 

holder may also represent the COO in their dealings with ISBA and Local Governance Committee. He or she 

acts as Project Manager and is responsible for capital planning. 

 

The Operations Controller also assumes the role as Clerk to the Estates Committee, Designated Premises 

Supervisor (the premises licence is held by the school) and F&GP Minutes Secretary. 

 

Within the scope of Health and Safety, the post holder is responsible for staff training, risk assessment and 

inspection. They also Chair the H&S Committee at Prior Park College, attending those of the other schools 

when practical. 

 

The role currently assumes line management for the Assistant Bursars, Estates Manager and Transport and 

Security Manager. 

 

Other broad areas of responsibility include, but are not limited to, policies and insurances. 

 

   

The key elements of the role (either direct or as the Deputy of the COO): - 

 

 Advice and support to the PLT and the Governing Board 

 Compliance with a demanding regulatory framework  

 Financial and administrative support  

 Estates management including oversight of all major capital projects 

 Operational functions including transport, security and domestic services 

 Maximising non-academic revenue within the limitations of school life 

 

 

Estates, Grounds and Maintenance: - 

 

 Overseeing the maintenance of buildings and the preparation of maintenance schedules  

 Developing and implementing rolling maintenance plans for each school  

 Capital development: oversight of a capital development programme including the delivery of major 

capital projects 

 Maintenance and costing of the Schools’ Capital and Aspirational plans and providing the 

Headmasters, Governors and the SMT with the data on which to make informed decisions 

 
 



 
 

 

 

 Overall responsibility for delivering improvements and refurbishment/maintenance of buildings, 

grounds and facilities  

 Oversight of projects (both capital and maintenance) execution to ensure best value for schools and 

ensuring that projects are completed to the detail of contract 

 Procurement and maintenance of cost effective and sustainable utilities  

 Overseeing site security including fire protection 

 Overseeing the letting of school premises, consistent with the needs of each school 

 Overseeing the maintenance and efficiency of installations and plant for electric and gas supplies, 

heating, lighting, ventilation, domestic hot water, cooking, water softening, swimming pool and 

laundry plant operations and for the supervision of clinical safety (i.e. measures to prevent 

legionellosis etc.) 

 The drawing up of outline specifications for new buildings, liaison with architects, obtaining tenders, 

planning permission etc., placing and supervising performance of contracts and ensuring best value 

 On-going development strategy and plans for each site  

 

 

H&S: - 

 

 Responsible for all matters relating to Health & Safety, compliance, fire safety, accident reporting and 

risk assessment 

 Advising the Headmasters and Governors on School Policy 

 Formulating, implementing and monitoring H&S policies such that the PPET complies with the 

requirements of applicable H&S legislation (incl. COSHH, Legionella control etc.) 

 Assessing and assuring compliance of the above and escalation of issues of non-compliance to the 

COO and the Principal, as appropriate 

 Induction of local academic and support staff in H&S matters 

 Arranging appropriate training for support staff, e.g. risk assessment, lifting & handling, working 

safely at height 

 Monitoring, recording and, where appropriate, reporting of accidents and dangerous occurrences 

including compliance with RIDDOR regulations 

 Review of locally prepared risk assessments  

 

 

Operational: - 

 

 Oversight of the catering provision, domestic services/logistics, including cleaning and housekeeping  

 Oversight of the lettings operation 

 Ensuring there are efficient arrangements for managing school vehicles and pupil transport 

 

 

The tasks listed above are not exhaustive. The post holder will also carry out any other duties reasonably 

requested, which may arise in relation to any of the schools. The Operations Controller will be required to 

work for periods of time from any one or all of the PPET premises. This role may involve international travel. 

 

 

 

 

 

 

 

 



 
 

 

 

Professional Specification and Personal Attributes 

The ideal candidate will display the following attributes: - 

 

 Experience, knowledge and understanding of educational enterprise and the specific job functions  

 Understanding of planning legislation 

 Proven track record of project management 

 Experience of policy work  

 Qualification to degree level with extensive experience in a relevant business environment; a specific 

business management degree or post-graduate qualification is desirable 

 IT literate to a high level of use; awareness and ability to use social media professionally and 

effectively 

 Proven track record of successful management of resources;  

 Experience of effective management of staff with an ability to resolve conflicts and deal sensitively 

with issues 

 Enabling style of people management  

 Proven ability to motivate, enthuse and drive forward individuals and teams to achieve high 

performance 

 Ability to maintain and develop productive and long-term working relationships with the Headmasters, 

Board members as well as good relations with members of the teaching and support staff 

 Excellent interpersonal skills (including communication, influencing and negotiating) necessary to 

sustain effective relationships on behalf of the School and the Trust both internally and externally.  

 Personal ethos of excellence and aspiration  

 Strategic thinker, with the capacity to provide high level input into key areas  

 Ability to prioritise, plan and organise, direct and co-ordinate the work 

 Ability to work flexibly, adopt a “hands on” approach, respond to unplanned events, and to meet 

deadlines  

 Reliability, flexibility, discretion and a diplomatic manner  

 An empathy with the Catholic Christian ethos of Prior Park Schools    

 A commitment to the highest standards of child protection  

 A car owner as commuting between schools is necessary 

 The post holder must have a high level of personal integrity and honesty with a good sense of humour. 

 

Conditions  

A competitive salary will be offered. 

 

Apart from normal school hours, the post holder will work such hours as shall be necessary to properly 

discharge their duties and to meet the needs of the organisation.  

 

In addition to normal Public and Bank Holidays, there are 25 working days’ holiday. Annual leave is to be 

taken with due regard to the needs of the Schools. 

 

The post holder will be entitled to join the contributory support staff pension scheme. There are associated 

death-in-service and permanent ill health insurance benefits as part of this scheme. 

 

 

 

 



 
 

 

 

Application Process 

Please enclose with your application: 

 

 A hand-written letter of not more than two pages summarising your proven ability related to the job 

and person specifications 

 A completed application form, including names and contact details of three referees 

 

 

Applications should be marked Private and Confidential and sent to: 

 

Miss Dee Miller 

Executive PA 

Prior Park College 

Bath 

BA2 5AH 

 

Closing date for applications is 10th November 2017. 

 

Child Protection and Data Protection 

Prior Park Educational Trust are committed to safeguarding and promoting the welfare of children.  Applicants 

must be willing to undergo child protection screening appropriate to the post, including checks with past 

employers and the Disclosure and Barring Service. 

 

In the course of employment at PPET staff may have access to confidential information relating to pupils and 

their families and are required to exercise due consideration in the way they use such information. Staff should 

not act in any way which might be prejudicial to the Schools’ interests. Information which may be included in 

the category covers both the general business of each school and information regarding specific individuals. 

A strict code of confidentiality must be adhered to at all times. The School is registered under the Data 

Protection Act 1984 and staff must not at any time use the personal data held by the school or disclose such 

data to a third person. 


