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Job Title: Operations Manager
Reporting to: Chief Executive
Salary: £30,500 - £33,857 
Term: Fixed post until 30th June 2023 (post may be extended if funding is available)

About the Older and Active in East Kilbride

Older and Active in East Kilbride deliver a range of services which support older people over the age of 50 and those of any age with physical or mental disability.

This is driven by our overall vision ‘to improve the quality of life, health, wellbeing, independence, and inclusion of all older and disabled people in East Kilbride.’
Services include our Shopmobility service, minibus service, community hub ‘The Meeting Place’ and a range of health and wellbeing services.  We also continue to provide remote support for people at home including help with prescriptions, shopping, ‘keep in touch’ calls and befriending.
About the role
The organisation is pursuing ambitious development plans and we now have an exciting opportunity for an experienced operations manager to join our team.
The successful candidate will be dynamic, committed and forward thinking, with a proven track record in operational management.  Experience of working in the third sector is desirable but not essential.
A self-starter with a can-do attitude, experience in financial management, strong leadership and management skills, and a willingness to learn and develop in the role.
The Operations Manager will support the Chief Executive, fulfilling our vision that all older and disabled people in East Kilbride are included and supported in our community.

Key responsibilities

· Manage the day-to-day operations of the charity and its existing and developing services
· Ensure service quality, maintaining and creating monitoring and evaluation systems that are fit for purpose and meet both funder and Older and Active’s reporting requirements.
· Deputise for the Chief Executive of Older and Active in their absence and contribute to future strategy and service development as a key member of the management team.
· Contribute to the design, delivery and improvement of Older and Active’s services and ensure successful implementation in line with funders’ expectations and Older and Active’s agreed Business Plan
· Provide effective management of delivery staff and volunteers ensuring they are well supported, trained and valued and that systems support quality and high levels of both community involvement and satisfaction.
· Contribute to the charity’s financial plan and ensure effective financial management and budgetary control of relevant services, reporting regularly to the Board and funding bodies.
· Develop and maintain key relationships with partners, funders and other key stakeholders.
· Actively participate as a Senior Manager in organisational management and development
· Undertake other relevant duties as may be determined from time to time by the Board


Performance and Accountability:

· Older and Active achieves its objectives as outlined in its Business Plan and annual Operational Plans
· High quality services are delivered with maximum impact for individuals and communities, including integrated service delivery 
· Services are reviewed and developed according to local need and Board priorities
· Staff and volunteers are effective and perform their duties to a high standard
· Robust monitoring and evaluation are in place at all levels of the charity
· The charity’s services are always fully compliant and within budget
· Older and Active is the recognised Community Anchor body for East Kilbride and the organisation of choice to deliver funding and contract requirements
· The organisation is a recognised high-quality model of practice achieving positive impact and is a leading provider in its field in Scotland


Person Specification

	
	Essential
	Desirable

	Qualifications/ experience
	Experience of operating at a senior management level, line management and/or developing people 
Experience of service development and contract management 
Experience of relationship management
Experience in reviewing organisational effectiveness.
Strong track record of delivering services in a complex, customer focused organisation
Experience of planning and working strategically
The ability to demonstrate leadership and vision in managing staff groups, major projects or initiatives.
Working experience of operational budget management, including working knowledge of accounting software, preparation of budgets, cash flow and management accounts.
Experience of producing high quality written reports and documents.
Have a high level of knowledge in organisational efficiency improvement techniques and implementation.

Ability to grasp critical issues and distil them into clear and manageable priorities, weighing both the costs and benefits.

Ability to think laterally and creatively to address business critical requirements in challenging timelines.


	Project management experience.


Previous/existing experience of operational budget management. 

Previous/existing operational management experience.





	Knowledge
	Effective IT skills

Able to communicate and present information in a clear and concise manner and pass on information accurately and efficiently.
	Knowledge of working with databases

Willingness to undertake personal development plan and training

	Skills and abilities
	Leadership – An ability to lead teams with different areas of focus to achieve organisational goals.
Communication – ensuring that communication is ongoing and effective throughout the organisation. Excellent written and verbal communication skills

Can work within an ambiguous fast-moving environment while also driving towards clarity and solutions.
IT – keeping up to date with IT systems within the operational environment, while having an understanding of emerging technologies.
Presentation – Presenting ideas and results to different stakeholders, including staff, senior management and partners. Ability to challenge and debate issues of importance to the organisation.

Consistently produces high quality work, including written reports and documents.

Team working – fostering an environment of teamwork to ensure an organisational approach to achieving goals. 

Highly articulate with excellent interpersonal skills and a collaborative -coaching management style.

Ability to communicate with people from different backgrounds and abilities with respect and patience.
Initiative – The ability to work alone and take a lead when hurdles arise or when tasks require completion.
Planning - Ensuring that plans for the future are clearly identified and communicated.
Problem Solving – Analytical rigour and attention to detail, adapting to the ever-changing environment and reacting quickly to meet challenges. 
Being able to manage conflicting priorities. 

	Ability to work on own initiative

	Other
	Undertake from time to time such other tasks as may be required including administrative
duties in connection with the post

Be Self-motivated
	



	Competencies 

	Communications skills - Ability to communicate and express views to all clients across multi sectors and different levels of seniority.
	Staff Management skills – Ability to lead a team, delegate, develop others and engage in problem solving. Empower staff to seek information and identify solutions.


	Analytical skills – Confidence with management information analysis and problem solving.

	Commercial awareness – A good focus and understanding of client profitability. 

	Organisational skills – Planning, preparation, follow up. Highly self-motivated and conscientious. 

	Written Skills:  Excellent attention to detail with the ability to apply it practically.  

	Time management skills - Ability to effectively prioritise, multi-task and manage own workload to ensure that Company objectives are met.
	IT & Technology Skills:  High level of skills of using Microsoft Office packages, social media, web-based and CRM packages.





Note:  This job description is not exhaustive and will be subject to periodic review.  It may be amended to meet the changing needs of the business.  The post-holder will be expected to participate in this process, and we would aim to reach agreement on any changes. 
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