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building strong family foundations




Job Description

Job Title:-


Head of Operations
Hours of Work:-

35hrs per week

Salary:-


£37,775 - £40,415 + 6% Employer Pension

                                               (includes cost of living payment applied 1/4/23)  
Responsible to:-

Chief Executive  
Purpose:- To lead, manage and co-ordinate all operational aspects of the Charity  including people, service delivery, funding, finance, partnerships, impact, communication, policies & procedures and systems & processes
Duties and Responsibilities of Post:-
People 

· Embed the ethos of 3D across the staff team ensuring the charity’s values are at the heart of all plans, decisions, relationships, interactions and actions

· Provide line management including guidance, development, support, containment and accountability 
· Facilitate line management responsibilities including recruitment, inductions, support & supervision sessions, appraisals, personal development plans and work plans
· Lead on all Personnel & HR matters ensuring correct processes and procedures are in place and are followed
· Take responsibility for staff wellbeing enabling a stable and supported staff team
· Take a lead role in team development ensuring effective team working and an understanding of each other’s roles and promote a culture of continuous learning and development, ensuring that all aspects of practice and work undertaken with children and families are reviewed and informed by best practice
Programme
· Provide leadership and co-ordination of all service delivery 
· Shape and design services in response to need and involve children & families in the co-design of services as appropriate
· Develop & co-ordinate a monitoring & evaluation framework to review, assess and evaluate impact of all service delivery in line with our organisational outcomes and direct the development of services accordingly ensuring all services are best quality, as effective and efficient as possible and achieve maximum impact
· Oversee and support the facilitation of the Family Forum ensuring it is representative of all services
· Provide leadership around engaging with families to ensure all services are accessible and fit for purpose and are the right services for the right people at the right time
Partnerships 
· Engage in local partnerships directly related to service delivery and support the Programme Managers to be involved as appropriate
· Liaise, work in partnership and develop and build on relationships with existing and new partners to advance the Charity outcomes
Communication

· Oversee all Charity communications relating to service delivery ensuring the offer, aims and impact of the Charity are clearly communicated across appropriate channels in an effective way
· Represent the Charity at events, conferences and networks promoting the work of the Charity 
Policies, Procedures, Systems & Processes 
· Review, develop and ensure implementation of policies, procedures, systems and processes relating to premises, health & safety, governance, HR, IT, GDPR, monitoring & evaluation, finance management and all other operational aspects of the Charity
Funding & Fundraising
· Work with Chief Executive to develop and maintain a funding plan for all operational aspects of the Charity

· Ensure all funding required for all aspects relating to service delivery is in place
· Actively secure the required resources making funding applications, completing reports and facilitating meetings with funders for general aspects of service delivery
· Seek and source new income streams in relation to service delivery

· Oversee and support the Programme Managers to secure and report on funding and meet with funders as appropriate for their own programme streams

· Oversee all fundraising in relation to service delivery and support the Fundraising & Communications Officer to secure required fundraising targets
Finance

· Lead all aspects of financial planning in relation to operations ensuring budgets are set and fit for purpose
· Oversee spend of all operational aspects ensuring budgets are appropriately and effectively managed
· Support the Programme Managers to manage their budgets for their own programme streams
· Work closely with the Finance Manager 
Support Chief Executive 
· Deputise and provide support for the Chief Executive when required
Other Duties & Responsibilities
· Commit to follow the Charity vision and values
· Provide cover for Programme Managers as required
· Provide occasional hands on support to children and families as required
· Adhere to all policies and procedures
· Participate in general office duties, staff meetings, events and activities
· Consult and co-operate with the Chief Executive and Directors, providing regular reports both written and verbal and attend Board meetings
· Communicate effectively with colleagues, partnerships, networks, groups and agencies
· Take a proactive approach to own learning and development participating in relevant training & development opportunities
· Reflect on and develop own practice
· Undertake job related administration including accounting for expenses
· Effectively manage the use of resources
· Keep appropriate records including filling out of time sheets for hours worked and petty cash records 
· Any other reasonable duties as may be appropriate or as directed by line manager or directors
Person Specification
	Essential
	Desirable
	

	                                         d Experience and Qualifications
	

	· Demonstrable experience in successfully leading and managing teams 
· Significant record of good working  practice with families in a relevant setting

· Good record of facilitating effective partnership working 

· Experience of managing various processes and systems and using management information effectively Experience of managing complex budgets

· Experience and success securing external funding

· Track record of evaluating and assessing impact and implementing improvement actions 

	· Relevant professional qualification in management, community development, children & families
· Management experience within the third sector
· Experience of working in the third sector 
· Experience delivering staff training & development

	

	Knowledge and Understanding
	

	· Understanding and commitment to vision, values and ethos of 3D Drumchapel 
· An understanding of the challenges facing families in Drumchapel and surrounding areas
· Understanding of and commitment to equality & diversity
· In-depth knowledge and understanding of best practice and regulatory requirements in relation to work with children & families
· Knowledge and understanding of funding sources 

· Knowledge of Safeguarding Children and Young People and Protection of Vulnerable Adults
· Understanding of family support services and impact
· Proactive and reflective approach to own learning and development and professional practice

	
	

	Skills and Abilities
	

	· Demonstrable leadership with ability to manage and shape development

· Proven people management skills including developing and inspiring individuals to excel and reach their potential including coaching and mentoring skills

· Confident communication and interpersonal skills, verbal and written
· Strong organisational skills

· Strong financial skills with ability to effectively manage budgets
· Competent IT skills 

· Ability to be pro-active and to work on own initiative as well as effectively as part of a team

· Ability to develop new initiatives 

· Ability to assess service delivery impact and implement improvements

· Ability to work creatively and innovatively 

· Good analytical mindset for developing robust systems, clear procedures and effective controls
· Ability to work strategically

· Ability to work well under pressure and meet deadlines
· Ability to multi-task and work in a busy environment

· Ability to manage competing priorities and work and delegate in a busy and dynamic environment

· Ability to lead and manage change

· Respect for Confidentiality 
· Ability to work flexibly in line with service delivery requirements

	· Public speaking skills

	


