Dundee Law Centre

Job Description: Operations Manager  

Location: Dundee Law Centre, 163 Albert Street, Dundee DD4 6PX. 
Salary: £35k to £40k depending on experience
Hours: full time (35 hours)
Contract Type: Permanent
Reports to: The Chair, The Board of Directors

Dundee Law Centre is a charitable organisation tackling poverty and preventing homelessness by providing free, accessible, quality legal advice and representation. We are a bespoke service and no other organisation in Dundee offers the same framework of legal support and representation. We assist with disability-related and welfare benefits from application through to appeal, help clients manage debt, and do all we can to help people maintain their tenancies when threatened with homelessness or eviction. 
Our clients are vulnerable in a wide range of ways: people living with mental health conditions and disabilities (physical, intellectual, or both), people living below the poverty line, and people requiring rehousing after fleeing domestic violence, coping with medical issues, or experiencing anti-social behaviour. We hold appointments at our Albert Street office and make house calls for clients with mobility issues or who are housebound. We are currently the only service in Dundee providing legal representation at benefit tribunals, and we work closely with other third-sector organisations to refer clients to food banks, cash-for-kids schemes, home starter packs and furniture. 

Job Purpose  
The Operations Manager is responsible for the operational management of the Law Centre. This includes providing operational and financial guidance and support to key stakeholders so they can make sound business decisions. Develop and maintain relationships with partners and providers to ensure appropriate service levels are agreed and maintained. Collect, collate and analyse information from IT/Accounting systems to support role and that of Principal Solicitors and Board of Trustees. The job holder will be expected to harness a working environment which encourages teamwork, energy and creativity. To achieve this, they should have strong leadership and excellent problem-solving skills along with good communication skills.
This role requires someone with the ability to think on their feet and make effective decisions as required. They, will have excellent organisational and communication skills, ensuring support and development of staff in order for them to reach their full potential, coupled with the diligence and attention to detail required of supporting a diverse organisation. A full understanding of the overall company objectives will be required to ensure that focus is maintained on the areas of activity that deliver the greatest return to the business.  Accuracy is key in this role. A polite and professional communication style is required. 

The postholder will work closely with the Principal Solicitors, the Chair and Board of Trustees.




Job Tasks:

Finance
· maintain sound financial accounting, monitoring and reporting systems and records
· payment of all invoices relating to the business
· overall responsibility for managing Scottish Legal Aid Board transactions including payments, abatements and enquiries. Supporting other team members in this function and keeping solicitors appraised of same.
· reconcile bank transactions
· book-keeping responsibilities
· payroll processing duties
· providing and interpreting financial information
· conducting reviews and evaluations for cost-reduction opportunities
· liaising with auditors or independent examiners
· ensure statutory compliance with OSCR, Companies House, etc
· prepare accurate monthly and quarterly financial reports to specific deadlines
· prepare and manage budgets

STAFF MANAGENT AND OPERATIONAL REQUIREMENTS
· Oversee the activities of staff within area of responsibility, prioritising workloads to ensure that deadlines/targets are met
· Ensure adequate holiday cover is in place and clear instructions given prior to own and staff leave.
· Supervise staff, conducting reviews and appraisals and provide performance feedback
· Keep accurate and confidential records in relation to staff
· Support and develop staff 
· Conduct office management tasks
· Oversee customer service requirements and assess customer satisfaction
· Implement quality management and regulatory compliance strategies and ensure safety regulations are adhered to
· Update job knowledge by participating in educational opportunities; reading professional publications; maintaining personal networks.
· Ensure Health & Safety Measures are in place, implemented and monitored.
· Maintain and enhance the Law Centre’s reputation






Competencies
● Open and articulate with strong oral and written communication skills.
● Resilient and able to deal with people at all levels in a busy and demanding
environment.
● Ensure high professional standards are achieved and maintained and the ability to deal
consistently with partners and others.
● Hard-working, hands-on approach with effective use of initiative and constant attention
to detail.
● A team player who is confident and diplomatic.
● Demonstrates a professional and flexible attitude to work.
● Works co-operatively with others and values their contribution.


Skills and Experience

Essential
· Budget preparation and monitoring
· Strong organisational and project management abilities
· Experience and knowledge of Office 365 and efficiency with Xero or other accounting software
· High level of proficiency in Excel spreadsheets
· Management accounts and financial reporting
· Leadership and supervisory/management skills
· Ability to build strong relationships with trustees, funders and stakeholders
· Excellent written and verbal communication skills
· Excellent business judgement, analytical and decision-making skills
· Professional, compassionate, and patient.
· Ability to manage competing priorities and deadlines


Desirable
· Experience of working with complex and vulnerable people and assisting those with literacy problems
· Knowledge of legal terminology, regulations and Scottish court and tribunal system beneficial but training will be given
· Payroll and VAT compliance
· Experience within the Scottish Charity Sector
· Understanding of OSCR requirements

QUALIFICATIONS
· HND or above in business, finance or accounting

HOURS OF WORK: Office hours. Monday-Friday, 9am-5pm.

ANNUAL LEAVE: 33 days per year including public holidays

PENSION ARRANGEMENTS: Dundee Law Centre operates a pension scheme

CONDITIONS OF EMPLOYMENT
The postholder is expected to support the aims and work of the Law Centre and keep up to date with all Service and Organisational changes.
The job description works alongside all organisational policies and procedures.  

Applications by Cover Letter and CV detailing skills and experience to marjory.stewart@dundeelaw.org

Applications close Wednesday 11 November 2026
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