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JOB DESCRIPTION
SERVICE manager
Ayrshire
Accountability of post:
The postholder will be line managed by and accountable to the CEO, for the performance of the tasks described below.

Main Purpose:
To support the CEO with the management of all charity and day to day operational activities, develop the charity in line with organisational objectives and strategic direction, identify opportunities for collaborative and partnership working, drive efficiency and accessibility within the charity.
Salary:                                £41,000pa
Working week:                   35 hours per week on a flexible basis. 
Location of post:
On site working in Ayr will be required with hybrid and flexible working available.  You will be required to work from one of our spaces 1 day per week. 
The role:
. 
As the operations manager, you will support the CEO with the day to day management of all charity operational activities.  You will continue the development of the charity in line with organisational aims and strategic direction, contributing to the overall direction of operations whilst identifying opportunities and challenges.

Ensuring our processes and systems are effective and up to date, supporting co-production, human resources, health and safety, income generation and fundraising meet the needs and aims of the charity will be key areas of focus.

Key responsibilities:

	Financial Management 
· Develop financial processes, monitor income & expenditure.
· Work with the CEO to manage budgets, income and fundraising. 

· Manage and monitor stakeholder and business contracts. 

· Manage and monitor annual accounts. 

· Monitor payroll & associated costs. 

· Manage accommodation and associated costs. 

· Have an overview of resources & contracted supports to advise on best value.



	HR & Team Development

· Support the team to be bold and compassionate. 
· Provide HR as and when required. 

· Participate in recruitment, staff training, supporting, managing and supervising staff, volunteers and consultants. 


	Health & Safety 
· Liaise with relevant parties to ensure the charity is legally compliant across health & safety, regulations and standards, GDPR and contracts. 

· Ensure all recommendations, updates and requirements are actioned and implemented. 


	Experience 
· Experience of operations/project management 

· Experience of leadership in third sector organisations
· HR, people management and team development 

· Experience of developing, implementing, monitoring and review frameworks

· Experience of developing, implementing, monitoring and reviewing projects and processes

· Experience of managing and monitoring budgets

· Experience of developing and implementing strategic plans

· Experience in community led work

· Experience of funding applications

· Experience in or lived experience of mental health issues


	Additional

· Full driving licence and use of own car is essential



With consultation, amendments may be made to your job description from time to time in relation to organisational and community needs.
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