
Director of People and Operations 

Hours: Full time, 37.5 hours per week – can be flexible for the right candidate
Salary: £50-60,000 per annum
Responsible to: Chief Executive
Responsible for: Operations Support Manager, Food and Beverage Manager and Estates and Facilities Manager
Contract: Permanent 
About CentreStage
CentreStage is a dynamic, inclusive, and exciting arts and wellbeing charity in the heart of Kilmarnock, residing in the regenerated Kilmarnock Academy building after undertaking Scotland’s largest Community-led Asset Transfer in 2018.
Our vision as a charity is to build an energetic and inclusive community with wellbeing and the arts at its heart. A place where everyone, regardless of their age or background, is supported and empowered to fulfil their potential. Our model is underpinned by our core values of Hope, Inclusion, Aspiration and Joy. 
CentreStage is for everyone, of any age and from any background. We offer free opportunities for disadvantaged children and young people, care experienced people, people with Additional Learning Needs, older adults, people with dementia and anyone who wants to experience the arts and improve their wellbeing in a place where they feel safe, valued, and included. Through providing access to the arts for all, people of all circumstances are experiencing improved mental health, reduced isolation and improved life opportunities.  
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The role
To be a key member of the CentreStage Senior Leadership Team, working collaboratively with the Chief Executive and other Directors to lead the organisation in delivering impact across its strategic goals. 
To take a lead in driving forward our Arts and Wellbeing work, shaping organisational culture at CentreStage, ensuring an excellent working environment and a well-supported and developed team. To develop the operational processes, policies, and systems necessary to support an effective, impactful, growing organisation. 
Areas of specific focus will be integration of departments, people development, delivering excellence in customer experience, ensuring health and safety, and maximising the potential of CentreStage facilities and estates.
Key Objectives:
Providing leadership in:
· the translation of the CentreStage strategy into annual operating plans
· the development and delivery of a people development strategy 
· ensuring all company policies and procedures are up to date, approved by the board and implemented in practice
· the delivery of annual health and safety plans
· implementation of the CentreStage Safeguarding Policy and Plan 
· the development of a staff wellbeing strategy
· staff induction and training 
· the introduction of quality management and improvement processes
· providing HR support to other directors and managers
· the development of an annual planned maintenance schedule for the campus
· overseeing the remaining capital build of the CentreStage campus
· the development of the CentreStage café 
· the IT strategy for CentreStage
Key responsibilities:
· Support the Board, Chief Executive and senior leadership colleagues in setting strategic direction, policies and operating priorities for CentreStage.
· Develop our approach to recruiting, inducting, supporting, appraising, developing, and training our people and support and coach our managers to excel at this. Lead on the development and implementation of all HR policies and processes and advise on HR issues, using external advice as necessary. 
· Demonstrate corporate accountability, leadership values and direction to ensure CentreStage meets its statutory and public responsibilities as a responsible employer.
· Represent CentreStage externally, ensuring the organisation’s interests are represented in an appropriate fashion. 
· Ensure all risk assessments and operational policies and processes are kept up to date and fit for purpose, are regularly reviewed by the board and that we are compliant with all relevant legal and regulatory developments including GDPR and Health and Safety 
· Act as principal adviser at a strategic and business level on matters of people management and employment law
· Ensure that operational teams and departments work effectively and in an integrated way to deliver on performance objectives and improved outcomes for those we serve. 
· Lead operational teams to work in a way that promotes and sustains a culture of excellence and wellbeing
· Work with colleagues across departments to help seamlessly integrate our conference, theatre shows, wellbeing and hospitality offerings.
Organisational Responsibilities 
· Ensure communication and compliance with CentreStage Policies and Procedures 
· Conduct regular and effective supervision and appraisal with direct reports
· Maintain a safe working environment ensuring your own personal safety and the safety of others 
· Promote and lead on the deployment of people, organisation and change management, 
· Act as an ambassador for the organisation
· Always promote and present the organisation in a positive manner
· Work flexibly to meet the requirements of the post, including working in evenings and weekends where required
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Person specification

	Criteria
	Essential 
	Desirable

	Education
	· Business Management, Human resources or Operational Management qualification or equivalent experience
	· Postgraduate or masters level CIPD qualification
· Member/Fellow of CIPD 

	Experience 
	· Minimum of five years’ experience in a senior management role, with a proven track record of contributing to the strategic management of an organisation
· Demonstrable experience in leading the HR function as part of the bigger business picture and advising senior leaders on all aspects of people management and development
· A strong human resource generalist background including an understanding of employment law and HR best practice, learning and development, coaching and leadership development
 
	· Third, charitable or public sector experience
· Fluency and proficiency in people management, learning and development and organisation development and change management
· Experience in overseeing operational management of a large multi-faceted organisation
· Experience of overseeing large capital development projects including contractor management
· Management of a conference or theatre venue with onsite catering

	Skills & Knowledge 
	· A strong communicator with highly credible communication skills, high emotional intelligence and experience in building trusted relationships that achieve buy-in and commitment
· Ability to multitask and manage competing priorities
· Ability to problem solve and to critically evaluate
· Ability to review and analyse performance and impact, interpreting information and trends that inform organisational and development activity
· Ability to lead change and facilitate change processes

· Knowledge of health and safety management
· Knowledge of safeguarding

· Analytical skills to allow the exploration, evaluation and interpretation of information and effective use of management information systems 
· Ability to effectively lead and inspire a culture of excellent performance 

	· Understanding of the concepts of EFQM or similar excellence model, and willingness to develop further in this area
· Tender, business development and commercial management
· Knowledge of Information Technology Management
· Knowledge of Facilities Management and Building Maintenance

	Personal Qualities
	· values-led leader with a passion for CentreStage’s mission, vision and values. 
· demonstrable commitment to Equity, Diversity and Inclusion and wants to help create a culture with these values at its heart
· excellent relationship builder who thrives on working collaboratively with colleagues 
· comfortable driving change and bringing people on the journey
· open to ideas and enjoy working through proposals
· growth mindset and believes in fostering a culture of continuous learning and improvement. 
· strategic leader who is resilient, responds well to change and combines pace and ambition with self-care and reflection.   
· positive, pragmatic, and solution-focused and able to get things done 
	


To arrange an informal chat to discuss this post, please contact Paul McColgan, CEO, at paul.mccolgan@centrestagemt.org.uk
To apply for this role please send your CV and covering letter, explaining how your skills suit the position and why you would want to work for CentreStage to jobs@centrestagemt.org.uk 
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New Staffing  Structure                              
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