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Job Title:	Governance and Operations Manager 
Hours:		35hrs, worked flexibly to suit PEEK’s hours of operations (8am-8pm) 
		Occasional weekend work will be required 
Based at: 	PEEK Office – The Legacy Hub, 301 Springfield Road, Glasgow G40 3LJ
Flexibility around homeworking in line with Government guidelines and PEEK policies
Salary: 		£30,815 - £32,624
Pension	:	6% Employer Contribution
Annual Leave: 	20 days A/L, 14 days P/H, 1 personal day and 1 Birthday 
Reports to: 	Head of Operations
As Governance and Operations Manager, you will have experience of both management and leadership at a strategic and operational level. 
You will work within a multifaceted team to develop and implement policies, procedures, systems and processes which drive the quality and impact of our operations and programmes for children, young people and families.  You will support colleagues and Trustees to comply with best practice, policy and guidelines from OSCR and Companies House etc. 
We are looking for high performing individuals who lead by example and are committed to working within PEEK’s organisational values; Compassionate, Dignity, Excellence, Integrity and Respect. 

GOVERNANCE SUPPORT: Responsible for administrating governance across PEEK, working closely with our CEO, Senior Management Team and Trustees
1. Provide high-level Governance support to PEEK Trustees incl. acting as key contact for PEEK Trustees before, during and after committee and board meetings including minute taking, tracking actions and preparing board papers, supporting the Head of Operations in their role as Company Secretary for PEEK and the CEO. 
2. Work with the Head of Operations and CEO to plan and organise PEEK’s annual calendar for all PEEK Trustees including meetings, training and development, skills audit, board effectiveness review, appraisal, AGM’s and any necessary EGM’s.
3. Support the CEO and Trustees with recruitment, selection and onboarding of new Trustees ensuring PEEK is compliant with our constitution, best practice, OSCR and Companies House.
4. Ensure that PEEK’s procedures and practices meet and fulfil the legal requirements of OSCR, Companies House, external auditors, GDPR and funders.
5. Support the Trustees to work in line with, review and update PEEK’s constitution as and when required including liaising with OSCR, Companies House, OSCR, external auditors and funders.
6. Update and maintain PEEK Trustees Handbook with up to date and compliant information, where necessary by working with OSCR, Companies House, external auditors and funders.

OPERATIONAL MANAGEMENT: Support PEEK and the team by managing fit for purpose systems, premises and processes for Operational and People Management
Manage the day to day operations of PEEK including:
1. Manage and develop operational systems, processes and policies to provide effective and efficient support to PEEK’s programmes and people
2. Support the development and implementation of new organisational policies and procedures as and when required and undertake regular reviews and audits 
3. Manage and develop PEEK’s IT Infrastructure and ensure it is fit for purpose and undertaking annual reviews incl. tender processes and recommendations for selection
4. Manage and develop PEEK’s Health and Safety operational plans ensuring we adhere to Government legislation, regulatory compliance and best practice including managing an organisational risk register
5. Manage PEEK’s Fleet of transportation ensuring we are legally operative and fully compliant including being the key contact with insurance providers and suppliers
6. Support Head of Operations with day-to-day management of PEEK’s HQ including liaising with PEEK’s office landlord
7. Support the implementation of PEEK’s Safeguarding Policy and Practice by ensuring TEAMPEEK always follow PEEK’s Child Protection and Vulnerable Adults policies and procedures
8. Drive initiatives on PEEK’s operations that contribute to long-term operational excellence

PEOPLE MANAGEMENT
1. Assist the Senior Management Team to achieve PEEK’s mission, vision, values, and strategic objectives and deputise internally and externally 
2. Support recruitment, selection, and onboarding of new TEAMPEEK members ensuring PEEK is compliant with organisational policy, best practice, Employment Law and OSCR
3. Develop ‘TEAMPEEK’ Employee Handbook with up to date and compliant HR policies, where necessary by working with expert advice, Head of Operations, CEO and Trustees
4. Manage PEEK’s HR platform (Bright HR) ensuring all staff information is updated regularly and undertake regular audits for effectiveness and efficiency 
5. Manage the contractual and administrative aspects of relationships with external partners such as Peninsula and LifeLink
6. Manage the development and implementation of a new CRM system
7. Act as Lead signatory for Disclosure Scotland PVG Scheme registration for staff and Trustees
8. Line manage the Communications and Engagement Officer and interns
9. Support the facilitation and administration of the Health and Wellbeing Action Group

PARTNERSHIP WORKING
1. Work with the SMT and CEO to identify and develop strategic and operational partnerships with corporate partners and other external stakeholders across all sectors
2. Represent PEEK in various networks and groups and at events and conferences

FINANCE, FUNDING AND FUNDRAISING 
1. Support the development of multi-year, large grant funding applications and commissioned work alongside the SMT and CEO ensuring that funding sources are ethical and in line with strategic approaches and outcomes; 
2. Support the Head of Finance with administrative tasks relating to organisational finances such as processing expenses, reconciliation, audit & accountancy preparation
3. Support the SMT in setting annual programme budgets and manage operations expenditure in line with the standards set out by organisation and alongside the Head of Finance and Head of Operations
4. Support PEEK’s annual fundraising events and campaigns by providing administrative support to SMT and fundraising group

IMPACT AND LEARNING 
1. Support the development of PEEK’s Impact and Learning strategy inc the development of a robust Monitoring and Evaluation and Learning Framework with the SMT and PEEK Trustees
2. Support PEEK to ensure all data recording including information on children, young people, families, and partners is captured accurately enabling robust impact assessment, delivery of funding agreements and the effective use of our resources.

PERSON SPECIFICATION 
ESSENTIAL CRITERIA: Behaviours and Attitudes
Have a positive can-do, will do attitude and be solution-focussed  
Highly organised, with the ability to create plans, work within agreed timelines and follow processes
Excellent people skills, able to work collaboratively and flexibly with a diverse team and build positive working relationships
Use own initiative and work independently as well as part of a team
Ability to apply and adapt to different communication styles striving for an inclusive approach 
Discretion when dealing with confidential information such as HR or Safeguarding
Commitment to working in a values-based culture including non-discriminatory and equal opportunities practice

ESSENTIAL CRITERIA:  Experience, Knowledge and Skills
Experience 
Significant managerial and leadership experience with proven evidence of impact in Governance and Operations, ideally in the voluntary sector
Experience of providing high-level administrative support 
Experience of monitoring and managing operational budgets 
Experience of working in a project-based, outcome focussed and learning environment 
Knowledge and Skills 
Understanding of Employment Law and the ability to support and provide direction to staff
Understanding of charity governance and reporting requirements
Ability to use Microsoft 365 Applications and digital tools to facilitate meetings such as zoom, MS Teams  
Knowledge of IT systems and the ability to troubleshoot minor IT issues
Knowledge of CRM systems 
Knowledge of financial/accounting systems or software 
Knowledge of risk management and working with a risk register 
Knowledge of social media channels and using them to communicate and engage with the public
Knowledge and understanding of the voluntary sector and current challenges 
Understanding of data protection legislation and GDPR

Qualifications and Training 
Be in possession of a relevant certificate, diploma or degree qualification 
Training relevant to the role such as support & supervision, leadership & management and governance
Be in possession of PVG membership or commitment to become a member

Desirable 
Be in possession of a valid UK driving license
Be in possession of a D1 Mini Bus license or willing to work towards it within first year of service 

This job description is an outline of the role and is not an exhaustive list of all possible duties and responsibilities. The post-holder will be expected to carry out any reasonable duties as requested by PEEK. 
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POSSIBILITIES FOR EACH AND EVERY KID




