Charity Operations Manager

Main areas of responsibility/tasks

As the Golden Friendships Charity Operations Manager, you will be responsible for managing all charity and operational activities and continuing the development of the charity in conjunction with the Trustees and our partners. This will involve building up our business by connecting with the local community, designing and implementing administrative, finance and staff development functions and working in partnership with local and national funders and agencies. The Charity Operations Manager will be expected to represent the organisation in all matters as the senior operational staff member. Routine work is likely to include:

· Establishing and maintaining all relevant management, monitoring, administrative and infrastructural arrangements for Golden Friendships to achieve its objectives for the community, personal and charitable development objectives.

· Supporting and servicing the Board of voluntary Trustees by achieving the aims of the constitution and provide regular progress reports to the Board and funders.

· Liaising with community and other stakeholders to increase profile and membership of the Golden Friendships across the local area.

· Continuing the development of and coordinate the design of new activities and services for the benefit of our existing and new members.

· Managing all operational staff, activities, budgets and assets within agreed expenditure levels.

· Responsible for the effective operation of finance and administration functions.

· Establishing and maintaining working relationships, internal and external. 

· Ensuring comprehensive communication with community, voluntary, public and private sector partners and any monitoring or reporting requirements.

· Playing an active role within the Board of Trustees contributing to the development and implementation of the charity’s objectives.

· Provide regular feedback and information to the Board, Staff and membership of the  community to keep them involved in the process and informed of progress.

· Ensuring all operations comply with relevant legislative and regulatory requirements.

· Ensuring equality and diversity practices are embedded in all service delivery.

Main Purpose of the role:

· Responsible for the management of all Charity’s operational activities.

· Working closely with the Board of Directors to support them in providing direction and leadership for the charity.
· Responsible for the management and development of Activity Co-ordinators, Event Staff, Sessional and/or Support Staff and Volunteers. 
· Ensuring staff/team adheres to the aims and objectives of the charity by setting clear targets and objectives.  Ensure staffs are deployed efficiently to meet the requirements of funders.

· Work with and support the Business Development & Fundraising Manager to generate new income from grant sources and also sustainable income from business development and charitable.

· Information and marketing management.

· Ensuring that performance is monitored and data collected and analysed to evidence efficiency of the services provided and enable reporting to public funders.

· Responsible for facilities management of the Golden Friendships Hall and to ensure appropriate systems are in place to allow full functionality and sustainability. 

· Making sure up-to-date risk assessments exist for staff’s safety in all work related circumstances and for service users/volunteers in the case of significant events.

Golden Friendships is a moderately recently created charitable organisation and still to fully evolve, the changing nature of our business may require flexibility for the job description to be updated once the Charity has been established and normal working patterns have emerged. You will, from time to time, be required to undertake other activities of a similar nature that fall within your capabilities and as directed by the Board of Trustees.  Any future changes to the role will be mutually agreed between the Board and the Charity Operations Manager and will be specifically to further the aims of the organisation.

Volunteer Involvement

Promote and actively encourage the involvement of service users/volunteers in the development of new services ensuring they are given the opportunity to expand their knowledge and skills as appropriate.  Regularly monitor and record feedback from the local community to ensure what has been developed meets their expectations.  

Self Assessment and Self Management

· Use own initiative to manage time effectively, keeping all work up-to-date and prioritising to ensure that the most urgent is dealt with first.

· Demonstrating cooperation, respect and goodwill in every aspect of your work through recognising achievement and providing support to colleagues. 

· Recognising that you are accountable and responsible at all times in your role as an ambassador for the Golden Friendships Charity.
· Undertaking Continual Professional Development through taking personal responsibility for your own self development.

· Record all information as required and adhere to organisational policies, procedures, guidelines and protocols.

· Undertaking such additional duties, as directed by the Board of Trustees as would reasonably be expected of someone at this grade.

	Charity Operations Manager Person Specification                                                         
	Essential
	Desirable

	Experience and knowledge:
	
	

	At least three years experience of charity based community development work at project management level.
	X
	

	Experience and competence in the development and management of administrative functions within a charitable environment
	X
	

	Experience of successfully managing, supervising and motivating both staff & volunteers. 
	X
	

	Experience and understanding of managing budgets and resources. 
	X
	

	Experience of managing facilities e.g. community centres, entertainment venues.
	
	X

	Managing reporting systems for all relevant stakeholders and funders.
	X
	

	Educated to a degree level or having equivalent relevant work experience at a senior level.
	X
	

	Experience in promotion and marketing. 
	
	X

	Skills and abilities:
	Essential
	Desirable

	Excellent project management skills with ability to empower individuals and communities to take on positions of responsibility to become more confident and self reliant in the longer term.
	X
	

	Excellent written and verbal communication and interpersonal skills to communicate to individuals, and groups (both small and large).
	X
	

	Good public speaker with experience of setting up and delivering presentations.
	X
	

	A full clean driving license. 
	
	X

	Ability to think strategically as well as manage a community committee and competing priorities.
	X
	

	Ability to manage relationships with a wide range of stakeholders who have different objectives and ability to deliver to deadlines.
	X
	

	IT literate (Microsoft Office, spreadsheets and database packages)
	
	X

	Attitudes:
	Essential
	Desirable

	Strong self motivation and drive. Well organized and ability to self prioritise workload.
	X
	

	Enjoy working with people from different age groups, backgrounds and representing different interests across the community.
	X
	

	A flexible approach to work and willingness to work within changing priorities.  
	X
	

	Commitment to community empowerment and to foster wider participation in community led projects.
	X
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