L E A R N I N G T R U S T


L E A R N I N G T R U S T


Job Information
Ascend Learning Trust - Central Operation & Education Team 

Salary:  COaET range £53,885-£58,340
Type of role: Permanent, Full-time.

Closing Date: Midnight, 
Interview Date: 

Job Description
The job description lists all the main duties of the post, together with further details of the competencies (skills), experience, qualifications, knowledge, and abilities required to do the job.
The criteria listed within the job description detail the areas which will be assessed at both application and interview. It is important that you identify the competencies, experience, qualifications, knowledge, and abilities that will be assessed by application form, as you will need to provide evidence that you meet the criteria.  
Head of Legal, Contracts & Procurement 
Reporting to: COO 	
Role Summary 
This individual is responsible for providing accurate and timely legal advice to the Trust 
management on a variety of legal topics including but not limited to employment, education, contract, Landlord and Tennent and general operations. 
To set up, manage and mobilise contracts across the Trust. To work collaboratively with the COO and on procurement of Trust wide contracts. To work Trust wide across all schools to ensure cost efficiency and a high standard is delivered from the contracts. 

Main Duties and Responsibilities
· Research and evaluate different risk factors and offering proactive advice on possible legal issues. 
· Maintain current knowledge of laws and provide clarification on legal language.
· Regularly monitor and ensure the Trust’s compliance with employment law in the context of the complex school environment. 
· Advise on a variety of legal issues and legal risks. 
· Draft, review, edit, interpret, and advise on Trust policies, complex employment 
matters, contractual matters and other legal documents. 
· Research and report on unique legal issues impacting the Trust. 
· Keep abreast of legislative changes that may affect the Trust. 
· Provide advice on employment law and related employee issues.
· Assist in preparation of disciplinary hearing documents. 
· Conduct investigations. 
· Liaise between ALT and external solicitors on employment and educational matters. 
· Communicate and serve as a liaison for external parties including external counsel, public authorities, and union representatives. 
· Maintain professional and timely communications. 
· Document and maintain legal files and issues. 
· Any other duties as may be assigned by the Chief Operating Officer or by the Human Resources Director.

Special Features
· The post will offer flexible hours, allowing for working from home.

Contracts Accountabilities:
· Provide an up to date contract register for ALT. 
· To lead on the procurement of new facilities contracts 
· Ensuring compliance and quality assurance of services delivered to each school, including record-keeping of audit trails with the providers. 
· Provide advice and support for all procurement activity in excess of £5000.
· Provide advice to Headteachers/managers on their responsibilities.
· Produce and maintain internal guidance documents and training on procurement and contract management.
· Develop and implement robust and effective policies, processes, procedures and 
systems to support the operational effectiveness of ALT in relation to 
procurement and contracting
· Provide high quality customer service response to the Trust’s schools on service delivery and quality matters. 
· Lead on administration of facilities contracts and service review meetings with suppliers.
· Responsible for completing and submitting applications for Bids in conjunction with finance.
· Identify areas where improvements can be made 
· Reduce liabilities of the trust whilst maintaining high standards across the schools 

Resources responsibility:
· Participate in the development of service contracts negotiated by the Trust for facilities management, including cleaning/housekeeping, groundskeeping, utility services and other facilities services as required.
· Manage and coordinate the smooth and successful mobilisation of new services contracts across all the Trust’s schools, coordinating between the supplier, Trust and school teams as required.
· Resolve any questions or issues that arise relating to the provisions in service delivery contracts, including reviewing and formalising any variations or other notices issued under contract, and ensuring that the obligations of all parties under the contract are fulfilled.
· Undertake regular monitoring quality assurance inspections and reviews on ongoing service delivery, coordinate, and lead on service review meetings with suppliers, with the support of Trust and school colleagues, and ensure accurate minutes and record-keeping.
· Making recommendations for improvement to KPI and deliverables to deliver service improvements.
All employees have the responsibility to:
· Ensure any documentation produced is to a high standard and is in line with the Trust brand style. 
· Be aware and comply with all policies and procedures relating to safeguarding, child protection, health, safety and security, whistleblowing, confidentiality, and data protection, reporting all concerns to the appropriate person.
· Participate in training and other learning activities as required.
· Participate in the Trust Performance Management process.
· Provide appropriate guidance and supervision and assist in the training and development of staff as appropriate.
· Promote the area of responsibility within the Trust and beyond.
· Represent the Trust at events as appropriate and as directed by the Chief Executive Officer.
· Support and promote the Trust ethos, vision, and values.














Person Specification

Knowledge & Skills: 
· A minimum of two years’ experience of managing facilities service contracts 
· Experience of developing relationships with contract providers and leading service review meetings 
· Experience of managing quality assurance in a service contract context, including setting, monitoring, and achieving KPIs, and holding providers to account. 
· Experience of administering budgets and working with financial information 
· Strong working knowledge of contract management compliance and good practice in a public sector environment 
· Ability to use project management skills.  
· Good general IT and financial analysis skills 
· Legal background
· Experience of leading a procurement function in an organisation of similar or greater size and complexity of ALT
· Experience of supplier and contract management including where  services have been delivered through a contractual structure of prime and sub-contractors
· Experience of working in a project environment where development activities have been outsourced to a supplier
· Experience of supplier and contract management within the public sector
· Experience of managing risk 
· Strong communication and inter-personal skills with the ability to work effectively and collaboratively with colleagues and external parties
Key Contacts and Relationships: 
Internal 
· COO, Director of HR, Head of Estates, Headteachers  
External 
· Consultants, contractors, suppliers
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