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OPERATIONS MANAGER
JOB DESCRIPTION

Job Title: 

Operations Manager 
Responsible to: 
Solace Director
Hours of work: 
 22.5 hours per week which can be delivered flexibly.  (preferably over 4 or 5 days per week)
Salary: 
Full time equivalent £34,106 FTE, (actual salary £20,463.59)
Duration:
Until 31st March 2020 (including 3 month probationary period) We intend to continue the role beyond this subject to funding being available.
Holidays:
36 days per year including bank holidays, pro rata.
Location:
Solace office, Oak House, Park Lane, LS3 1EL
Main Purposes of the Post
· To assist in the achievement of the overall aims of Solace by ensuring the organisation runs efficiently, is able to report accurately on the difference we make, and can communicate effectively with all our stakeholders.
Key responsibilities:
· Line manage, and take responsibility for the work of the administration team. 
· Oversee the quality and accuracy of the information we hold on our client database so that reliable statistics and monitoring data can be provided.  
· To work with the Director and Clinical Director on an ongoing basis to review and improve the quality of the data we hold, providing regular reports about issues identified and solutions for improvement.    
· To support the induction and training of new and existing staff and volunteers in the use of technology, particularly databases, that Solace uses.  
· To liaise with the IT support consultant in developing the database further so it better meets our reporting needs and complies with policies regarding data protection, confidentiality etc.

· To take responsibility for the smooth running of the Solace office and it’s administrative systems and processes.  This will include leading on the process of reviewing and improving our existing procedures.

· To be the lead for the process of outcomes and output monitoring.  This will include providing regular reports to the management team as well as specific reports to meet the requirements of our funders and stakeholders. 
· To work with the Director and Clinical Director to find ways to improve the systems we have for collecting information about the difference we make.

· To take a lead on using this information in “telling our story” to external stakeholders.  This will include keeping our website up to date, distributing a newsletter, and leading on publications, both print and electronic, such as our annual review, leaflets, etc.  
Other responsibilities:
· As part of the management team at Solace, to represent the organisation effectively and professionally to external stakeholders and partners, attending meetings when required.
· To provide support to all staff and volunteers to enable them to carry out their roles effectively and efficiently. 

· To comply with Solace’s policies and procedures.
· Any other duties as may be reasonably requested

- PERSON SPECIFICATION

Detailed below are the types of skills, experience and knowledge which are required of applicants applying for this post. Essential requirements indicate the minimum requirements.  Desirable requirements are additional attributes which would enable the applicant to do the job more effectively, and will be used to distinguish between acceptable candidates meeting minimum requirements. 

	
	Experience 


	
	

	
	At least three years of experience working in a line management role.
	
	(

	
	At least one year of experience in a leadership role including leading on the implementation of new systems and processes within a team.
	(
	

	
	Experience of writing outcome and output reports for a variety of audiences which include both qualitative and quantitative information.
	(
	

	
	Substantial experience of using a database to generate outcome and output reports, and providing analysis and commentary on the findings.

	(
	

	
	Experience of implementing, reviewing and improving administrative processes
	(
	

	
	Experience of working with asylum seekers and refugees.

	
	(

	
	Skills, Knowledge & Abilities


	
	

	
	Able to provide support and leadership to a team
	(
	

	
	Able to analyse complex issues, identify where quality improvements can be made, and to use initiative to find practical solutions
	(
	

	
	A methodical and organised approach to managing workload.
	(
	

	
	Able to use a database, and be efficient in the use of excel in order to extract and manipulate data to create informative and engaging reports for the management team and the wider organisation.

	(
	

	
	An understanding of the voluntary sector, the pressures of funding limitations and the importance of organisational values and mission


	(
	

	
	A knowledge of local voluntary and statutory agencies supporting refugees and asylum seekers


	
	(

	
	Ability to communicate effectively and accurately in both written and spoken English
	(
	

	
	Confidence using a wide range of technologies effectively.
	(
	

	
	Attitude
	
	

	
	A positive attitude when faced with challenges and when under pressure
	(
	

	
	A “solution focussed” approach to quality improvements
	(
	

	
	A respect for the values and traditions of other cultures
	(
	

	
	The ability to work supportively and co-operatively with other Solace staff and with staff from other organisations


	(
	

	
	A commitment to working within the boundaries of Solace’s policies on confidentiality, Equal Opportunities, record keeping and other policies, and have an understanding of the BACP Ethical Framework for Good Practice in Counselling and Psychotherapy.
	(
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