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RECRUITMENT
Operations Manager
Job description and person specification
	Reports to
	The CBN Board

	Hours
	35 hours per week

	Salary
	£42 - £45k per annum, subject to Board confirmation

	Contract
	Fixed term to 31 March 2027, with continuation subject to funding

	Location
	Home-based, with regular travel across North, South and East Ayrshire

	Pension
	5% employer contribution, subject to scheme rules

	Annual leave
	35 days per year, inclusive of public holidays

	Probation
	Three months


About the Community Brokerage Network
The Community Brokerage Network (CBN) is a community interest company providing free, independent brokerage support across North, South and East Ayrshire. We help disabled people, unpaid carers and others who need social care to understand their rights, explore their options and plan support that enables them to live the life they choose.
Our work includes support with Self-directed Support, assessments and reviews, transitions, person-led planning and connecting people with community opportunities and other sources of support. As access to formal social care becomes increasingly restricted, we are developing earlier, more creative and community-led ways of helping people get the right support at the right time.
CBN has secured continuous funding since it was established in 2014. Our current core funding runs to 31 March 2027 and we are actively pursuing continuation funding and new opportunities to support our future sustainability.
Role purpose
The Operations Manager is CBN’s senior employed lead, with delegated responsibility for the day-to-day leadership and management of the organisation. Working closely with and reporting to the Board, the postholder will lead operational delivery, staff management, governance, financial oversight, risk management and organisational development.
This is a broad, hands-on leadership role within a small organisation. The postholder will balance strategic development with practical delivery, ensuring CBN remains sustainable, well governed, safe, effective and responsive to the people and communities we support.
Tasks may be delegated to the Senior Broker and other team members, but the Operations Manager retains responsibility for coordinating delivery and escalating significant decisions, risks and recommendations to the Board. The Board retains ultimate legal and governance accountability.
Key responsibilities
1. Strategic and organisational leadership
Work with the Board to develop and deliver CBN’s strategic and operational plans.
Lead the day-to-day management of CBN and translate strategic priorities into practical delivery.
Identify opportunities for service development, collaboration, growth and long-term sustainability.
Support organisational development and any future change in CBN’s legal or charitable status.
Provide clear, evidence-based advice and regular reports to the Board.
Promote CBN’s values and ensure the experiences of the people we support shape organisational decisions.
2. Governance, compliance and risk
Support the Board to maintain effective governance, accountability and oversight.
Ensure organisational policies, procedures and records are reviewed, maintained and implemented.
Maintain effective risk-management systems and ensure significant risks are reported promptly to the Board.
Oversee compliance with data protection, information security, health and safety, lone-working and employment requirements.
Ensure appropriate Adult Support and Protection, child protection and wider safeguarding arrangements are understood and followed.
Coordinate external professional support, including HR, health and safety, IT, finance and insurance services.
3. People leadership and organisational culture
Line manage, support and develop CBN staff, including Community Brokers and project staff.
Lead recruitment, induction, supervision, performance review, absence management and workforce planning.
Implement HR policies and manage employee relations matters within delegated authority, seeking specialist and Board input where required.
Promote a supportive, inclusive and accountable culture built around CBN’s values.
Plan staff learning and development and encourage reflective, person-led practice.
Support staff wellbeing while maintaining clear professional standards and boundaries.
4. Service delivery and quality
Oversee referral routes, waiting-list management, case allocation, recording systems and operational processes.
Monitor service demand, capacity, performance, quality and outcomes, adapting delivery where required.
Ensure staff provide accurate, independent and person-led information and brokerage support within CBN’s agreed remit.
Maintain a direct understanding of frontline practice and undertake a small caseload or targeted client work when appropriate.
Provide guidance and oversight in complex or sensitive cases, including concerns relating to risk and protection.
Oversee responses to service complaints and use learning to support continuous improvement.
Ensure lived experience and feedback are reflected in service design and development.
5. Funding, finance and impact
Manage organisational and project budgets, monitor expenditure and support sound financial decision-making.
Work closely with CBN’s accountant, Company Secretary and Board to maintain effective financial oversight.
Lead or coordinate funding applications and identify new income and partnership opportunities.
Manage funding agreements, outcomes, monitoring requirements and reports across core and project-funded work.
Maintain effective systems for gathering, analysing and communicating impact and learning.
Support the Board to understand funding risks, financial forecasts and sustainability options.
6. Partnerships, influence and communications
Act as CBN’s principal operational contact with Health and Social Care Partnerships, funders and key agencies.
Build constructive relationships across the statutory, third and community sectors.
Represent CBN at local and national meetings, networks, events and conferences.
Contribute CBN’s evidence and experience to discussions about Self-directed Support, social care and human rights.
Raise awareness of systemic issues affecting the people CBN supports, while maintaining confidentiality and professional relationships.
Oversee external communications, digital information and promotional activity, ensuring content is accessible and aligned with CBN’s values.
Person specification
Essential
Significant experience of leading a service, organisation or substantial programme in the third, public or social care sector.
Experience of managing, supporting and developing staff and creating a positive, accountable culture.
Demonstrable ability to balance strategic leadership with practical, hands-on operational delivery.
Experience of budgets, funding agreements, performance monitoring or financial oversight.
Experience of working effectively with a Board, senior stakeholders, funders or partnership bodies.
Good understanding of governance, risk, data protection, health and safety and employment responsibilities within a small organisation.
Excellent written and verbal communication skills, including the ability to prepare clear reports, funding submissions and external communications.
Strong judgement, resilience and the ability to manage competing priorities and sensitive situations.
Commitment to human rights, inclusion, independent living and person-led practice.
Ability to work independently in a home-based role while leading a dispersed team.
PVG Scheme membership, or willingness to join the appropriate PVG Scheme before appointment.
Ability to travel regularly across Ayrshire, including to locations not well served by public transport. A driving licence and access to a vehicle are normally required; reasonable alternatives will be considered.
Desirable
Knowledge of Self-directed Support legislation, guidance and the wider Scottish social care context.
Experience of independent support, community brokerage, advocacy, disability, unpaid carers or related work.
Experience of securing grant or contract income and developing new funded services.
Experience of organisational development or supporting a change in legal or charitable status.
Experience of impact measurement, public speaking, training, campaigning or influencing policy.
Confidence using digital case-management, HR, finance, communications and collaborative-working systems.
Additional information
The role is home-based, with regular travel across Ayrshire and occasional travel elsewhere in Scotland.
Some evening or weekend work may be required for events, meetings or conferences. Time off in lieu will apply in line with CBN policy.
The appointment is subject to satisfactory references, evidence of the right to work in the UK and the appropriate PVG check.
The job description reflects the main requirements of the post. Duties may develop in response to organisational need, following discussion with the postholder and within the overall level and purpose of the role.
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