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ENABLE Glasgow – Fortune Works

Operations Manager – Job Description

This job description describes the practical purpose and main elements of the job.  It is a 
guide to the nature and main duties of the job as they exist currently, but is not intended
as a wholly comprehensive or permanent schedule.
	1. JOB DETAILS

Job Title:  Operations Manager
Project Name: Fortune Works
Department: Fortune Works – Enable Glasgow 

Reports to: Head of Social Enterprise

    


	2. CONTEXT and OVERALL PURPOSE OF THE JOB
Fortune Works, which is operated by ENABLE Glasgow, is a large social enterprise in north-west Glasgow.  It offers 120 adults with learning disability the opportunity to play a valued role in their community by taking part in meaningful economic activity, including contract fabrication work, a garden centre, community landscaping and other economic ventures.  The service also provides vital social support to people with learning disabilities and their carers.

Reporting to the Head of Social Enterprise, the Operations Managers (two posts) will play a lead role in the management and development of the service and in the Senior Management team of ENABLE Glasgow.
 

	3. ACCOUNTABILITIES
1. To uphold the values, principles, aims, and objectives of Fortune Works and of ENABLE Glasgow.

2. To play a lead in the operational function of the service on a day-to-day basis, including devising and maintaining operational systems. To complete relevant paperwork within the service and if necessary, to liaise with external organisation on deadlines and outputs required.
3. To directly supervise a proportion of senior, support and ancillary staff and to provide support to staff to organise activities carried out at/by the service which is at all times responsive and sensitive to a range of individuals’ particular special needs.
4. To directly oversee aspects of our commercial and community-based economic activity, including liaison with customers.

5. Fortune Works maintains a number of partnership projects with other public and third sector organisations.  The Operations Manager will play a lead role in liaison with these partners.

6. Ensuring that the service fulfils our obligations to funders in terms of service delivery and accountability (such as Health and Social Care Partnerships and grant-awarding bodies).

7. To ensure that the service complies with legal and regulatory obligations.

8. To liaise effectively with service users’ families, carers, representatives, and social work support and to support staff to prepare accurate activity logs and review reports (using the computer) on a regular basis.
9. To effectively deputise for the Head of Social Enterprise in her or his absence.

10. To play a role in reporting to the governing bodies of the organisation, such as the Fortune Works Sub Committee and the ENABLE Glasgow Management Committee.

11. To play a role in promoting the service within the local community, and in Glasgow and Scotland more widely as appropriate.

12. To take advantage of training and professional development opportunities appropriate to the job role.

13. To undertake other duties and responsibilities that are commensurate with the level of responsibility of the post.

14. To adhere to health and safety procedures at all times, to ensure the health, safety and welfare of all service users, staff, volunteers and visitors and to complete all necessary paperwork such as incident reports thoroughly and quickly.
15. To raise any issues to the Head of Social Enterprise which require specialist, financial or additional support or for which additional advice is necessary.

16. To adhere to all operational policies and procedures of Enable Glasgow and Fortune Works.

17. To remain aware of and apply ideas on good practice relating to the support of people with a learning disability.

18. To undertake other similar and appropriate duties as required.

These key tasks are not intended to be exhaustive, but they highlight a number of major tasks that the post-holder may reasonably be expected to undertake.



	


	4. ADDITIONAL COMMENT – Add any information which is significant but not covered elsewhere in this description.
The role involves occasional out of hours working for which time off in lieu of payment will be awarded.
The role is also one which requires checking under the Protection of Vulnerable Groups.  The post holder will be required to undergo regular checking for this and any other regulatory requirement. 
Note:

Every job description in the Organisation will be subject to a review either:

· on an annual basis at the time of the annual appraisal meeting, or

· as a result of a change in strategic direction, or

· as a result of a team/ operational requirements, or

· as a result of agreed performance appraisal needs and objectives, or

· within six months of appointment


Person Specification
4.  EXPERIENCE/KNOWLEDGE and QUALIFICATIONS
	Essential 

	1.  A demonstrable commitment to human rights, empowerment, and self-development of people with learning a disability.

2.  Significant recent experience in a management or supervisory role.

3.  An appropriate further or higher educational qualification.

4.  A demonstrable ability to work on own initiative, and to take professional responsibility for day-to-day operations.

5.  Good communication skills, including the ability to communicate effectively with people who may have impaired cognitive ability.

6.  Good working knowledge of public and third sector funding mechanisms.



	Desirable

	1.  Recent management experience within a third sector organisation.

2.  Direct professional experience of working with adults with a learning disability.

3.  Management or supervisory experience within a social enterprise context.
4. Experience of sourcing and filling in funding applications and presenting your findings to relevant people

5. A relevant professional or vocational qualification or the willingness to achieve accreditation within an agreed timescale and/or other training relevant to the post or as required by the regulatory framework.
6. An understanding of Health, Safety and Welfare within the workplace
7. Experience of leading and working effectively in a team
8. Full clean driving licence.



6.   PERSONAL CHARACTERISTICS/COMPETENCIES
	Essential 

	1. Empathy, patient, confidential and caring approach with people

	2. A value base which promotes dignity, respect, individuality and self-reliance

	3. Planning and organising skills to organise activities and meet deadlines

	4. Excellent oral and written communication skills


	5. Ability to use a computer to produce reports


	6. Ability to work independently in a proactive manner but also in a team


	7. Ability to deal effectively with disruptive behaviour



	8. Sound awareness of legal and regulatory issues relevant to a social enterprise service setting


	9. Flexible approach to tasks undertaken


	10. Leadership qualities which support staff and service users through periods of change and ongoing development of the service


	11. Enthusiasm



ENABLE Glasgow is committed to equal opportunities in its service delivery, employment, and general operations.  As an organisation that delivers services directly to people with a learning and some physical disabilities, all buildings are accessible, and information is produced in a manner which can be understood by people with limited cognitive ability.

Information can also be delivered in different languages, and in non-written formats.
ENABLE Glasgow has safeguarding policies appropriate to our Organisation’s work and we complete a rigorous recruitment and selection process for staff and volunteers who will be working with vulnerable adults, this includes checking criminal records and taking up references. Staff recruitment is undertaken with a view to reflecting the diversity of our service user base.  

Service users have representation on the organisation's governing body, and this informs its decisions regarding inclusive and equalities practice.
