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Job Title: Campus Operations Support Supervisor

Scope: Production Park, Xplor, ALT, Production Park Campus

Function: Campus Operations Support (inc. Caretaking; Guest Operations Support)
Reports to: Facilities and Estates Manager

Contract Type: Permanent

Hours per week: Full Time (40 hours)

Standard Working Hours: Monday - Sunday; weekday and weekend shift pattern
Target Start Date: ASAP

Salary: £30,000 - £32,000

Holiday Entitlement: 25 Days (inclusive of December shutdown = 3 days per year) +
Bank Holidays

Probation: 4 months

Notice Period: 2 months

Role Objectives and Priorities

The Campus Operations Support Supervisor supports the Facilities and Operations Managers
in the day-to-day delivery of safe, efficient and well-coordinated campus operations. The role
has direct responsibility for supervising staff, including on-the-job supervision and coaching,

planning and managing rotas, and people management.

The post holder ensures the campus is appropriately resourced, maintained and supported to
meet operational demand, providing clear leadership, structured staff development and
hands-on facilities coordination and service delivery.

This is a key supervisory role combining workforce planning, people management, and practical

campus operations, including both task supervision and execution.
Principal Duties and Responsibilities:

A summary of the responsibilities is listed below; however, these may change
depending on the development of the campus:

Rota Planning & Workforce Coordination
e Create, manage and maintain staff rotas for the Cleaning team and Campus
Operations Support team; co-ordinate rotas with Studio Operations and Stores
teams.
e Ensurerotas provide appropriate cover for teaching, events, studio and campus
activity and peak operational periods.
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Manage sickness, holidays, absence and short-notice changes, adjusting rotas
as required.

e Monitor staffing levels against demand and escalate resourcing risks to the
Facilities Manager Functional Managers

e Ensure rota planning complies with contracts, working time regulations and
organisational policy.

e Communicate rotas clearly and promptly.

Team Supervision.

e Provide day-to-day line supervision of cleaning staff and Campus Operations
Support team members Operational Support team members

e Monitor performance, standards, attendance and timekeeping, addressing
issues promptly and fairly.

e Design, implement and manage shift handovers, ensuring the effective transfer
of information relating to operational activities, incidents, contractors, clients,
site status and business requirements. Deliver coaching and on-the-job
development to build capability and confidence within the team.

e Conductregular one-to-one meetings with direct reports, providing feedback,
support and guidance.

e Lead and maintain Personal Development Plans (PDPs), identify training needs
and development opportunities.

e Support Managers with performance management processes where required.

e Foster a positive, professional and collaborative team culture that promotes
high standards of service delivery.

Operational Support

e Support the Facilities Managers in delivering daily campus operations and
facilities support. Including cleaning, facilities and estates, stores, studio
support and guest services support, as required.

e Supervise operational activities, including room set-ups, space
reconfigurations, cleaning standards, waste management, access control and
overall campus presentation.

e Actas the on-shift point of contact for facilities and operationalissues. Be
present and available to the team and campus users.

e Ensure teaching spaces, studios, offices and public areas are prepared, cleaned
and maintained to agreed standards.

e Coordinate responses to short-notice operational changes, incidents and
service disruptions, ensuring issues are addressed promptly and effectively.

e Escalate significant operationalissues, health and safety concerns, or service
failures to the appropriate manager promptly.
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Health, Safety & Compliance
e Support compliance with Health & Safety policies, risk assessments and safe
systems of work.
e Ensure cleaning and operational activities are carried out safely and in line with
COSHH requirements.
e Monitor safe access, occupancy, and use of spaces across campus.

e Report hazards, defects, incidents, and near misses promptly.
e Support emergency procedures and incident responses as required.

Customer & Stakeholder Support
e Provide a professional, responsive, and helpful service to staff, students,
tenants, clients, and visitors.

Work collaboratively with Academic, Studios, Operations and Events teams.

Support events, external hires and busy periods as a facilities-led operational
supervisor.

Assist with visitor management and reception cover when required.

Equipment, Logistics & Continuous Improvement

Support basic equipment moves and logistics activities where required.

e Liaise with Facilities, Stores, Studios and Technical teams to resolve issues
efficiently.

Ensure cleaning schedules, checks, logs and operational documentation are
completed accurately.

Identify recurring issues, training needs, or process improvements and feed
these back to the Managers.

Other Responsibilities
e Collaborate with Product/ Service Leads to shape and inform new product
development and continuous improvement
e Personal Development
e Maintenance of personal programme of professional development (CPD)

Production Park actively encourages staff development and training. You will be
expected to participate in training and development activities as required to support the
needs of the role, the organisation and your own professional development. Training and
development opportunities are primarily focused on enhancing performance in your
current role while supporting future career progression.

SPECIAL REQUIREMENTS

e The post-holder will be expected to work evenings and weekends when required
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This job description outlines the main duties and responsibilities of the role as currently
defined. Production Park reserves the right to review and amend job descriptions periodically
to ensure they accurately reflect the needs of the business and the requirements of the role.

Any review of this job description will be conducted by the relevant manager in consultation
with the post holder. Changes may be made to reflect organisational developments,
operational requirements or changes to working practices.



