Engagement & Operations Lead
Location: Flexible/Hybrid from CVS Inverclyde’s offices in Greenock (2 days per week/negotiable)

Reports to: CEO and Project Manager

Salary: £29,250 - £31,250 + 5% pension contribution 
Hours: 28 – 35 hours per week to be agreed with the successful candidate

Contract: 2 years with potential for a 3rd year subject to funding

Role
CVS Inverclyde is the Third Sector Interface (TSI) for Inverclyde.
We are looking for an Engagement & Operations Lead to work alongside the Chief Executive and Project Management Teams.  This is a unique opportunity to join and assist in the operational delivery CVS Inverclyde’s work. 
[bookmark: _Hlk140756424]As Engagement & Operations Lead, you will play a key role in our team, with responsibility for managing the Communications and Volunteering functions within the organisation, as well as being responsible for ensuring the smooth operations of the organisation on a day-to-day basis.   Your role will be varied and include multi-departmental objectives including – marketing and communications, volunteering, finance and administration, training (sourcing, delivering and supporting the implementation of an online system) and the monitoring and evaluation of our work. Your role may also include supporting the delivery of our funding programmes.
The successful candidate will be used to managing a diverse workload with competing priorities.  This is a hands-on role as part of a small but ambitious team. They would have a strong understanding of the voluntary sector and experience of networking between organisations and sectors. An understanding of financial and budgetary processes would be advantageous. The post holder will also be required to have a driving licence and/or access to a car and driver.
Core Responsibilities
· Ensuring that the organisation maintains a high positive public profile through effective management of the communications function and staff.
· To promote and develop volunteering opportunities in Inverclyde, including Saltire Awards and Volunteer Friendly Awards and monitor the Volunteer Action Plan.
· Delivering the Volunteering function of the organisation including management of volunteering projects and the Volunteer Coordinator. 
· Coordinating and facilitating CVS Inverclyde’s Volunteer Coordinators Network and to assist in the facilitation of other CVS Inverclyde Networks as required.
· Supporting the delivery of a suite of training for our members including sourcing, delivering, and supporting the implementation of an online system in conjunction with partner TSI’s.
· Supporting the final stages of implementation of a CRM system.
· Supporting the CEO by delivering a variety of objectives including HR, H&S and finance to ensure that there are efficient and effective systems, processes and policies in place to support our people and projects.
· Supporting the Chief Executive with operational and administrative tasks.
· Providing project management support to Project Managers, including assisting with the monitoring and evaluation process. 
· Supporting the delivery of funding programmes as required.
· Contributing to the development and implementation of operational plans,
· Developing and maintaining effective working relationships with colleagues across all functions.
· Ensure plans are in place for training and developing staff within your team to build their capacity and capability to suit business needs.
· Supporting the broader work of CVS Inverclyde in developing a strong Third Sector in Inverclyde. 

General Duties
· To contribute to the efficient delivery of CVS Inverclyde objectives and workplans.
· To work collectively across the CVS Inverclyde Team and the wider TSI Network in a collaborative, respectful, fair and honest manner; always undertaking to represent the organisation in an appropriate manner and with the integrity expected by CVS Inverclyde.   
· To maintain accurate and up-to-date records using the MILO database and any other data systems used by CVS Inverclyde.
· To prepare and assist with reports, media articles and any other monitoring requirements.
· To attend internal and external meetings as required by CVS Inverclyde.

Person Specification
The following criteria will be used in selecting a candidate.

	Person Specification
	Essential
	Desirable

	Qualifications and Experience
	
	

	Educated to degree level or equivalent – or can demonstrate solid relevant experience
	✓
	

	Experience of working in a similar role for more than two years
	✓
	

	Minimum of 2 years’ line management experience and proven people management experience to motivate and develop teams (including volunteers)
	✓
	

	Experience of delivering training and/or one to one advice work 
	
	✓

	Experience of delivering operational and administrative support functions 
	✓
	

	Experience of volunteering including recruitment and management of volunteers
	✓
	

	Experience of marketing, communications and events
	✓
	

	Experience of hosting and facilitating networks & meetings both online and in-person.
	✓
	

	Knowledge & Skills
	
	

	Good understanding and knowledge of policy and practice in relation to volunteering
	✓
	

	Ability to interpret and communicate complex information in a user-friendly manner when dealing with enquiries.
	
	✓

	Experience of delivering or coordinating marketing and communications activity
	✓
	

	Experience of budget or financial management 
	
	✓

	Experience of financial accounting systems such as Xero
	
	✓

	Knowledge of HR Policies and procedures 
	
	✓

	Experience of monitoring and evaluation of funded projects
	
	✓

	Personal Qualities
	
	

	Self-starter who is proactive and an excellent organiser with the ability to work to project management standards   
	✓
	

	Self-motivating and willing/able to initiate activity rather than waiting passively and reacting – ability to think on their feet
	✓
	

	Solid communication skills and an understanding of which style of approach is appropriate for a given situation
	✓
	

	Good interpersonal skills – flexibility for different audiences, tact, discretion, diplomacy, adaptability.  
	✓
	

	Honesty and integrity
	✓
	

	Approachable, confident and at ease with others even in challenging circumstances
	✓
	



