SUMMARY OF TERMS AND CONDITIONS OF EMPLOYMENT

Noted below is a summary of the general terms and conditions of employment for the post of Golden Friendships Charity Operations Manager.

	Hours:


	35 hours per week, to be worked flexibly at the discretion of the Board of Trustees. This may/will include evening and weekend working as necessary. 


	Salary:

Charity Operations Manager
	Within the Range £28,000 - £32,000
Starting  :  £28,800 per annum


	Annual Leave
	28 days per annum personal holidays (including statutory public holidays)  



	Pension
	Voluntary membership of a contributory pension scheme after probation period of 3 months.


	Travel
	Use of your own car for business mileage, where authorised, will be reimbursed at a rate of 45p per mile and 25p for each business mile over 10,000 in the tax year.  Golden Friendships adopts the Inland Revenue approved mileage rate system.



	Flexi-Time Back
	Due to the nature of the post and events which may be held in the evening or weekends, There will be a flexi-time back arrangement for additional hours worked in excess of the contracted hours. All hours worked and time off will be subject to the requirements of the Charity and specific approval by the Board of Trustees.



	Probationary Period
	There is a 3-month probationary period, which may be extended to 6 months following consultation with the Board if deemed necessary.


	Support and Supervision
	The Charity Operations Manager will receive Supervision meetings with the Board of Trustees or a sub-committee of Trustees.



	Disclosure  
	This post is subject to and conditional on a satisfactory full Disclosure under the Protection of Vulnerable People  Scheme


