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Held In Our Hearts provide specialist baby loss counselling and peer support in Scotland so no one is alone at this devastating time.  
It is an exciting time of growth for Held In Our Hearts, and we are looking for a motivated and exceptional individual to join us as  our Head of Operations.  This newly created  role is an opportunity to be part of an inspiring team and be at the forefront of providing the best bereavement care for families across Scotland.  
The Head of Operations will work closely with the Chief Executive Officer as part of the senior management team to provide operational and financial management of Held In Our Hearts..  The Head of Operations has overall responsibility for smooth day to day operational running of the charity and champions the mission, aims and values of Held In Our Hearts in all their work.  You will work support the CEO and our Board at a strategic level and be a team player and be able to engage well with people.  You will work closely and collaboratively with the team to deliver operational activities as well as have close relationships with our volunteers and families .  
This role would ideally suit someone who has managed a small team and looking to take that next step in their career.  
	Job Title
	Head of Operations


	Hours  
	35 hours a week

	Responsible to: 
	Chief Executive Officer

	Salary
	£32-37k, dependent on experience (35 hours per week)

	Key working Relationships: 

	Staff / Families / Volunteers / External Agencies / Primary, Secondary & Tertiary Health Care, Local and National Government


	Regular place of work:
	Held In Our Hearts’ Craiglockhart Centre
Some travel will be required for meetings and events, as well as occasional evening/weekend working



	Job Summary

	· Working closely with Chief Executive Officer as part of the SMT to  lead on 
operational and financial management of Held In Our Hearts as a leading charity providing baby loss counselling and support to bereaved families
· The Head of Operations has overall responsibility for smooth day to day operational running of the charity
· As part of the senior management of the charity,the Head of Operations champions the mission, aims and values of Held In Our Hearts  in all their work collaboratively with our staff, volunteers, and families to provide quality and compassionate bereavement support services to families


	Key responsibilities
	· Lead on the charity’s operations, ensuring smooth day to day running
· Ensure that there is a healthy organisational culture, where staff, volunteers and 
beneficiaries are valued and there is a positive working environment. 
· Effective line and performance management of all staff
· Proactively promoting the charity and its services at all relevant opportunities, maintaining and actively seeking to contribute to the expansion of the charity and support for families.
· Operational responsiblity for the recruitment and development of staff and volunteers and creating a 
      strong supervision and support framework. 
· Lead on HR administration from contracts to leave systems and recruitment and induction processes 
· Developing and maintaining positive working relationships with our clients, our partners, and with staff and service users in other agencies, positively and proactively representing Held In Our Hearts at all times.



	Other Areas of Responsibility:

	· Lead on strong financial management for Held In Our Hearts ensuring that effective financial 
planning, reporting budget setting, financial controls are in place and adhered to, in consultation with the Chief Executive Officer 
· Deputise as needed for the CEO at events, conferences and meetings
· Ensure financial control and effective and efficient use of Held In Our Hearts’ resources, including 
income and expenditure, investments and reserves, in compliance with relevant laws, 
standards and agreements. 
· Be the lead for all operational functions including HR, GDPR and Safeguarding
· Contribute to direction and strategic management of the organisations
· Flexibility to work occasionally at weekends and evening, for which time off in lieu will be
given.
· Contributing to and participating in the development and marketing of Held In Our Heart services.
· Attendance at fundraising and family events and support with organisation and planning as needed
· Provide cover for colleagues as needed. 
· Adhering to Held In Our Hearts policies and procedures
· The post-holder will have access to confidential data on staff, patients and services within Held In Our Hearts. Failure to maintain confidentiality will lead to disciplinary action, which could ultimately lead to dismissal.
· Held In Our Hearts is committed to Equal Opportunities for all present and potential
members of staff. Therefore we expect all employees and volunteers to understand, support, and apply this policy through their working practices which requires all individuals to be treated with respect, dignity, courtesy, fairness and
consideration. 
· The post holder must familiarise themselves with matters relating to health and safety management as they affect them personally and/or Held In Our Hearts, reporting any potential risks to life or property immediately in accordance with the charity’s Health and Safety policy and procedures. They must use all equipment provided to undertake their role safely.
· Attending and fully participating in team meetings, team training/CPD, supervision and performance management and support meetings
· To undertake any other duties which reasonably fall within the scope of the role.
· Performing other related duties as required and/or assigned by the Chief Executive
· This is an outline Job Description and may be subject to change, according to the needs
of the service, in consultation with the post holder.

	Criteria:
Essential:






Desirable:
	· Demonstrable experience of leading teams and people management
· Operational management experience
· Experience in financial management 
· Experience of developing organisational policies, processes and controls  

· Understanding of bereavement care
· Experience of working in the third sector
· Experience of change management


	Staff benefits
	· Immediate entry to the company’s group life assurance benefit scheme of 4 x your basic annual salary
· Following 3 months’ service you will be entitled to opt in to the company pension scheme. The company will pay a contribution of 3% of your salary.   You may be required to make a personal contribution, as required under auto enrolment legislation, which will be deducted from salary. 
· Flexible working available
· Public holidays not given, but extended holidays gifted over Christmas and New Year
· 35 days of annual leave
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