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JOB DESCRIPTION
Operations Manager

	Job Title: Operations Manager
	Grade:	8

	Department/College:	Faculty of Science and Technology (FST) and Faculty of Health and Medicine (FHM)

	Directly responsible to: Head of Faculty Operations (FHM/FST)

	Supervisory responsibility for: Departmental Officers, Departmental Administrators & Divisional Officers

	Other contacts

	Internal: Departmental (PS) teams in FST and FHM, Faculty Education Services Manager, Student Programmes Manager (SPM), Faculty PVC (FHM/FST) & wider academic leadership roles, Heads of Department, People & Organisational Effectiveness (POE) colleagues, Finance Division, other PS Divisions where relevant

	External:  xternal examiners, ePartner organisations, Professional bodies where relevant, suppliers.

	Role Overview:
The Operations Manager will lead the delivery of professional services operations across two Faculties, with direct line management responsibility for Departmental/Divisional Officers & Administrators (DOs & DAs) across multiple departments.
The role will ensure the effective, consistent and efficient delivery of core operational services including resource management, finance processes, people support, facilities, governance and compliance. The postholder will promote alignment of operational practices across departments and contribute to continuous improvement of service delivery.
The Operations Manager operates under the strategic direction of the Head of Faculty Operations and acts as their principal operational lead across departments. The role will translate strategic priorities into operational delivery, ensuring that professional services are well-coordinated, resilient and responsive to the needs of academic departments and the wider University.
The role will act as a key operational bridge between departmental teams and Faculty leadership, supporting implementation of institutional change and driving consistency of approach across the faculties.

Major Duties:
Operational Service Delivery
· Lead the effective operational delivery of professional services across departmental teams within the faculties. 
· Ensure consistent and effective implementation of core operational processes including finance, HR administration, resource planning, facilities management and local governance. 
· Embed University policies, systems and processes locally, ensuring DOs and their teams understand requirements and deliver activity accurately and on time. 
· Oversee the coordination of departmental operational activity, ensuring alignment with Faculty and University priorities. 
· Support business continuity planning and operational resilience across departments.
· Provide oversight of departmental operational risk management, ensuring that risks are appropriately identified, managed and escalated by Departmental Officers in support of Heads of Department.  Feed into Faculty level risk registers as appropriate.
· Develop and maintain a strong understanding of faculty structures, priorities, risks and interdependencies to inform effective operational delivery.

Leadership and Staff Management
· Provide direct line management and operational leadership to Departmental Officers/Administrators across the Faculties. 
· Set clear operational standards and expectations for DOs/DAs and their teams, ensuring consistent interpretation of processes, service levels and priorities across departments.
· Support the professional development of DOs/DAs and their teams through coaching, mentoring and structured development opportunities. 
· Contribute to workforce planning, ensuring appropriate distribution of workload, resilience across teams and effective cover arrangements. 
· Foster a collaborative, high-performing professional services community across departments.

Operational Planning and Continuous Improvement
· Lead the coordinated delivery of Faculty operational plans, as agreed by the Head of Faculty Operations, ensuring consistent implementation at departmental level. 
· Identify opportunities to improve efficiency, consistency and service quality across departments. 
· Lead and contribute to process improvement initiatives and service development activity. 
· Use data and insight to monitor performance, identify risks and inform decision-making. 
· Promote the sharing of best practice across departments and Faculties.
· Act as the primary operational escalation point for Heads of Department and DOs, resolving issues where possible and escalating to the Head of Faculty Operations where strategic direction or intervention is required.

Stakeholder Engagement and Collaboration
· Build effective working relationships with Heads of Department, academic leads and Faculty stakeholders to support delivery of operational priorities. 
· Act as a key operational link between departments and central Professional Services teams, ensuring clear communication and escalation where required. 
· Work in close partnership with the Faculty Education Services Manager and Student Programmes Manager to ensure alignment between education and operational delivery. 
· Represent the Faculties on operational working groups, projects and communities of practice.

Change and Programme Delivery
· Support the implementation of University-wide and Faculty-led change initiatives at departmental level. 
· Provide operational leadership during periods of organisational change, ensuring continuity of service and effective communication with teams. 
· Translate strategic direction into clear operational actions for departmental teams. 
· Support colleagues to adopt new ways of working, systems and processes.

General/other duties:
· Undertake any other duties commensurate with the grade and scope of the role as required by the Head of Faculty Operations. 
· Participate in Faculty and University activities including meetings, projects and reviews. 
· Engage in continuing professional development.

Behavioural Expectations:
· Act in line with University values and behaviours. 
· Promote a culture of professionalism, collaboration and continuous improvement. 
· Demonstrate a proactive, solution-focused approach to operational challenges. 
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