Operations Manager Job Description/Person Spec May 2022
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Operations Manager
1
Responsible to:
Operations Director



2
Weekly hours:
18 hours per week (36 FTE)
3
Salary range: 

Starting from £43,206 (pro rata)
PURPOSE OF ROLE

To lead on the management and co-ordination of all Youth First delivery through the management of people, resources, buildings, partnerships and contracting of the private and voluntary sector.  This will include both open access and targeted delivery via all potential delivery types, e.g. groupwork and one to one.
To set and maintain high standards and ensure that Youth First provision provides a supportive, safe, inclusive and positive environment that engages and retains young people from across the borough, and effects real change in their lives.

To ensure operational excellence and identify how the service can be further enhanced and developed. 

The post holder will manage and supervise employees as required to fulfil YF delivery requirements/aims including Youth, Play & Community Managers. 
The post will also be instrumental in developing new and exciting projects, including increased provision of mental health development; employability development and our NCIL – Street based programme
The post will sit within the Youth First Operations directorate.   

KEY RESPONSIBILITIES
Strategic/cultural

1. Manage the day-to-day operations at Youth First, ensuring that policies and procedures are appropriate and adhered to. 

2. Support the Operations Director including input into YF strategic and operational development. 

3. Ensuring and demonstrating operations are within Youth First’s mission statement and are innovative and drive impact, sustainability and growth 

4. Deliver a strong performance management culture. 

5. Develop systems and programme models to ensure that provision is of the highest quality and demonstrably achieves positive impact for children and young people. 

6. Maintain a good understanding of the young people we work with; the issues, challenges and the complexities of delivering in a Youth First setting through direct work with young people during sessions and through good communication with the teams. 

7. Ensure that the needs of young people who are disaffected and disadvantaged are targeted and met by Youth First delivery 

8. Reviewing working practices to ascertain if they are successful and if not, devise alternatives.
9. Ensuring staff and young people have an understanding of and involvement in strategy and operations

10. Develop and maintain strong working relationships with external partners, the public, private and voluntary sector to raise the quality of our offer, and ensure better impact and outcomes for young people. 

11. Investigating customer satisfaction and dealing with and reporting any issues 

12. Ensure that youth voice has a meaningful and integral part in all Youth First operations

Practical/logistics/HR

13. Managing operations, including units, contracts, people, resources and budgets to meet strategic mission including ensuring financial, activity and other agreed targets are met. 
14. Ensuring operations meet required policies and procedures and that the latter are relevant and up to date

15. Ensuring activity targets are met or exceeded and implement monitoring and evaluation systems to demonstrate impact
16. Ensuring operations offer best value and remain within allocated budgets

17. Keeping employees motivated and organise appropriate coaching, and positively participate in supervision; appraisals and training to get the best performance from employees

18. Actively promote Youth First to partners, families and young people including leading on the development and delivery of community-based events/activities and managing key personnel to use appropriate marketing particularly through our website and social media. 
19. Supporting commissioning process where required 
20. Reviewing and approving equipment, resource and workforce development needs
21. Protecting and progressing YF's brand

Safeguarding and Risk Management 
22. Ensure that all projects and activities operate within the safeguarding, health and safety, diversity and equal opportunities policies. 

23. Support the delivery of Youth First mission by ensuring that up to date and robust safeguarding policies and procedures are in place. 

24. Ensure staff receive the required safeguarding training and that procedures are properly followed at all times 

25. Ensure Youth First has a robust approach to risk management, including dynamic person-centred risk assessment and risk management processes. 

26. Work a flexible pattern including evenings and weekends in line with the role/team requirements. 

Person specification (All Essential requirements listed below must be addressed in your application form in order to be shortlisted – please provide examples where applicable) 
The Person Specification is a picture of the skills, knowledge and experience needed to carry out the job.  It has been used to draw up the advert and will also be used in the shortlisting and interview process for this post.
Those categories marked Essential will be used especially for short listing.
Those categories marked 'T' will be used particularly for testing.
If you are a disabled person, but are unable to meet some of the job requirements specifically because of your disability, please address this in your application.  If you meet all the other criteria you will be shortlisted and we will explore jointly with you if there are ways in which the job can be changed to enable you to meet the requirements.

	No
	
	Essential
	Desirable

	
	Experience
	
	

	1
	Demonstrate relevant experience of managing operations within an organisation of similar goals.  
	x
	

	2
	Understanding and experience of successful project management. 
	x
	

	3
	Demonstrate relevant experience in managing mental health provision for young people.
	x
	

	4
	Demonstrate relevant experience in managing delivery of employability programmes
	x
	

	
	Qualifications
	
	

	5
	NVQ4 level or similar in Management (or equivalent degree level), and/or significant demonstrable experience of line management responsibilities in an operational capacity in youth provision.
	x
	

	6
	Must commit to study for the NEBOSH Health & Safety certificate (or similar) within one year of starting with Youth First 
	
	x

	
	Knowledge and Skills
	
	

	7
	A sound understanding of the principles and delivery mechanism for engaging young people in youth and community work.
	x
	

	8
	A detailed understanding of the issues regarding social exclusion and how this affects people in society and the key factors in addressing these issues for the relevant delegated projects responsible for. 
	x
	

	9
	Extensive knowledge and experience of child protection and wider safeguarding issues and health and safety issues.
	x
	

	10
	A clear understanding of the requirements for high quality operational case management systems and the ability to support the development, implementation and management of these systems.
	x
	

	11
	Ability to analyse financial information and participate in budget and financial planning.


	
	x

	12
	Ability to participate in analysis of performance information and ensure this is used to monitor and improve operational delivery.
	
	x

	13
	Excellent I.T. literacy skills and ability to oversee electronic case administration systems.   
	x
	

	14
	Effective people management and coaching skills with proven success with managing change and improving team performance 
	x
	

	15
	Ability to analyse management information reports and make key recommendations to senior management based on these results.
	x
	

	16
	Ability to monitor and evaluate success and impact and utilise results to better plan provision
	
	x

	17
	A clear understanding and ability to meet the demands and issues of working in a multi-agency partnership environment at an operational management level.
	x
	

	
	Personal Attributes
	
	

	18
	Demonstration of a solution focussed and flexible approach to management.


	x
	

	19
	Commitment to developing innovative approaches to service delivery that are best suited to meet identified client/project needs.


	x
	

	20
	Capacity to work independently under pressure with heavy and complex workloads with competing demands and externally imposed timescales.
	x
	

	21
	A commitment and strong understanding of the issues surrounding equality, diversity and anti-discriminatory practice.
	x
	

	22
	Commitment and strong understanding to the principles of service user involvement/principles of empowerment.
	
	x

	23
	Excellent planning and organisational skills.
	x
	

	24
	Must be able to work flexible hours, i.e. some evenings and weekends, and occasional meetings outside normal working hours.
	x
	

	25
	In accordance with Youth First’s Safeguarding procedures, this position requires an enhanced DBS check and will require you to complete Safeguarding training within 3 months of appointment and refresher training thereafter. 
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