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Job title:                 Operations Lead Scotland
Location                 Scottish Parent Academy, 
                               Edward House,199 Sauchiehall Street
                               Glasgow, G2 3EX with travel.  
Starting Salary:       £ 40,381.65
Pension: 7% Employer Contribution when matched by employee (after probation period)
Annual Leave: 28 days Annual Leave, 10 Public Holidays, 1 personal day
Reports to: CEO
Job overview
You will work closely with the CEO and Co-ordinator team overseeing the smooth running of the Scottish Parent Academy as well as oversight to finance team.  

You will oversee and develop the smooth running of existing systems and processes, ensuring effectiveness and efficiency. 

You will support the development of our CRM system, including preparation of data as well as project management support.  You will have experience in prioritising workload of others, strong leadership skills, database management and reporting, and using Microsoft Office suite and other IT packages. Excellent attention to detail and problem-solving skills are also required to thrive in this role.
As this is a national post, we are looking for someone who can work independently and quickly develop strong working relationships, as well as having excellent organisational and time management skills.
This role is for 12 months (probation 6 months) and will continue dependent on funding.
About Parent Network Scotland
Vision:
Parent Network Scotland envisions a Scotland where children feel confident and thrive, and parents have easy access to support networks, information, and tools that strengthen their relationships, communication, and overall joy in parenting.
Mission:
Parent Network Scotland aim to involve parents by enhancing their connections, confidence, skills, and voice, thereby fostering communities where children experience happiness, care, compassion, and hope. 
Principles:
· Parent-led
· Open & Accountable
· Collaborative 
· Brave:
· Inquisitive
· Creative
· Current

About Parent Network Scotland
Parent Network Scotland is a charity supporting families with a key focus on parents and guardians to gain skills, tools, and confidence to raise confident children, including those who may struggle to overcome barriers to realise their potential. Our strengths lie in the trust and relationships we forge, our developmental approach and in harnessing the transformational benefit of education through peer-to-peer support. 

We actively support parents and carers by recognising their contribution and role in supporting children who flourish, recognising their strengths, equipping them with essential tools, techniques, and networks.  At Parent Network Scotland we believe that parents and carers are often an untapped resource in building child(s) resilience, skills and confidence to flourish through to adulthood.

Role Overview
As Operations Lead, you will play a key role in managing and leading at both the strategic and operational levels. You will oversee the effective internal/external management of the Scottish Parent Academy, ensuring that policies, systems, and processes support the charity’s operations and programmes for families. Additionally, you will provide governance support, assist the CEO in day-to-day management, and work closely with the Coordinator Team and Trustees to ensure compliance with best practices and guidelines. We are looking for high-performing individuals who are committed to working within PNS organisational values and are passionate about making a positive impact in the community.
Key Responsibilities
Operational Management:
· Support the development, implementation, and management of an operations strategy, including risk management, HR, health and safety, IT, and insurance.
· Ensure efficient and effective systems, processes, and policies are in place to support PNS programmes and people.
· Assist the CEO with the day-to-day management of PNS.
Academy Oversight:
· Assist the Coordinator Team in achieving PNS Academy mission, vision, values, and strategic objectives.
· Oversee the PNS HR platform (Breathe) and ensure staff information is up to date.
· Support Co-ordinating team with HR matters, offering advice and guidance.
· Oversee communications for non-delivery staff and trainees.
· Support recruitment, selection, and onboarding of new team members.
Partnership Working:
· Collaborate with the Coordinator Team and CEO to develop strategic partnerships with 3rd Sector, corporate partners and other stakeholders.
· Promote PNS services and values across various channels.
· Share responsibility for effective communication with stakeholders, donors, and external audiences.
Finance, Funding, and Fundraising:
· Support the CEO in setting annual programme budgets and managing operational expenditure.
· Work alongside CEO being creative, developing and deliver on new ideas for fundraising events and campaigns namely the Scottish Parent Awards.
· Oversee the finance assistant with tasks related to finances such as expenses, reconciliation, and audit preparation. 

· Governance Support 

· provide high-level governance support to PNS Trustees, including acting as key contact for Trustees before, during, and after meetings.
· Take minutes, track actions, and prepare board papers.
· Act as Company Secretary for PNS and the CEO, ensuring the organisation’s annual Trustees calendar is organised.
Impact:
· Support the development/delivery of PNS strategy, including the creation of a robust Monitoring, Evaluation, and Learning framework to support the work of the Scottish Parent Academy .
· Assist with the implementation of a new CRM system.
· Lead on the development and delivery of PNS Academy communications and engagement strategy.

Person Specification
Essential Criteria – Experience:
· Significant leadership experience (3-5 years at diploma or degree level), particularly in governance and operations, ideally in the voluntary sector.
· Training experience in areas such as leadership, management, or governance.
· Proven experience providing high-level administrative support to senior leadership (SVQ level 4 or equivalent).
· Experience setting and managing operational budgets and working in project-based, outcome-focused environments (3-5 years experience).
· Strong knowledge of charity governance and reporting requirements.
Essential Criteria – Knowledge and Skills:
· Understanding of Employment Law and the ability to support staff.
· Familiarity with Microsoft 365 applications and digital tools (e.g., Zoom, MS Teams).
· Knowledge of IT systems, troubleshooting, and CRM systems.
· Experience with financial/accounting systems.
· Knowledge of risk management and maintaining a risk register.
· Understanding of social media engagement and communication strategies.
· Awareness of data protection legislation (GDPR).
Essential Criteria – Behaviours and Attitudes:
· Positive, solution-focused, and "can-do" attitude.
· Highly organised, able to plan, work to timelines, and follow processes.
· Excellent people skills; ability to collaborate with diverse teams and build positive relationships.
· Independent and team player; able to use initiative.
· Ability to adapt communication styles for inclusivity.
· Discretion when handling confidential information.
· Commitment to a values-based culture with a focus on equality and non-discrimination.
Desirable Criteria:
· Valid UK driving license.

This job description is a guide to the main duties and responsibilities of the role but is not exhaustive. The post-holder may be required to carry out other reasonable tasks as directed by PNS.
To apply, please submit your CV and cover letter highlighting experience in the above points to jackiet@pns.org.uk.
Closing date 7th February 2025.Interviews are scheduled to take place on 13th February 2025. 
We are happy to consider any reasonable adjustments that candidates may need during the recruitment process and so please contact Jackie Tolland, jackiet@pns.org.uk should this be applicable. We also offer reasonable adjustments on the job.
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