Job Description:






                                                          January 2012
Operations Manager 

Role: To co-ordinate all activities in accordance with NAPAC’s policies and the instructions of the CEO.

Report To: Chief Executive Officer
Two years fixed contract.
Salary: £35,000 p.a.
 Responsibilities:
· To oversee the implementation of the Mission Statement of NAPAC within the organisation.

· To ensure that the day-to-day operations of NAPAC are effectively and efficiently co​ordinated and implemented within NAPAC's business plan.
· To be aware of and able to communicate NAPAC’s core messages and to be available to the media and other organisations as an ambassador in the CEO’s absence.
· To monitor, update and promote all policies, procedures and the business plan.
· To manage and co-ordinate the human resources of NAPAC effectively, protecting their interests and conducting disciplinary and grievance procedures.
· To be the Health and Safety Officer for NAPAC.

· To take line management responsibility for the Volunteer Co-ordinator, Training and
Development Manager (in their role as the Training Manager), the Office Administrator
and the Criminal Justice Liaison Officer.
· To liaise with the Chief Executive Officer and the Training and Development Manager on
a daily basis, reviewing the performance of NAPAC projects and assisting in delivery where appropriate.
· To be responsible for the management, payment and recording of operational expenditure (Supervisors, Consultants, office expenditure) and to produce three-monthly consolidation reports.

· To maintain control of budgets for the Support Line operation, Support Group operation, prisons operation, communications operation and fundraising operation.  To be responsible for management and reporting of petty cash arrangements.

· To ensure the recruitment of appropriately skilled and suitable staff.
· To manage the IT resources including security of access to the server and backing-up of data.
· To ensure Personal Development Reviews (appraisals) with staff and volunteers are conducted and to maintain records of such reviews.  To conduct or participate in PDRs where necessary.

· To be aware of the diary commitments of the Chief Executive Officer and other planned events.

· To assist the Chief Executive Officer's management of communications by phone, email, letter and any other form of communication relating to NAPAC.
· To undertake other duties as required by the Chief Executive Officer.
Operations Manager - Core competencies

Quick to see the issues – handles complexity and gets to the heart of problems to create clarity.
Sets clear objectives for improvement and holds managers accountable for making a demonstrable difference.

Ensures strategies and programmes are joined up and come together to achieve the overall purpose and vision.

Translates strategic priorities into clear, outcome focused objectives.  Develops contingency plans to address unexpected developments – adjusts quickly when things change.

Takes a strategic perspective, identifying linkages, trends and opportunities for new beneficiary relationships.

Proactively creates, maintains and promotes relationships with delivery partners.

Creates robust business cases – clearly illustrates return on investment.

Role models collaborative working.  Actively promotes knowledge sharing and ensures teams take account of lessons learned.

Champions development, talent and performance management, holding managers accountable for implementation.

Communicates with conviction and clarity in the face of tough negotiation or challenge.

Leads by example, acts as a role model for ethics, integrity, impartiality and eliminating bias.

Other requirements.

Appointment to this post will be conditional on completion of an enhanced CRB check.

NAPAC requires all staff to be responsible for their own psychological and emotional self care, experienced clinical supervisors can be recommended.

Person specification
The trustees are willing to consider candidates from any background provided they can demonstrate both the relevance of their skills and experience, and a sense of urgency and commitment to respond to one of society’s most serious and widespread problems.

Qualifications and knowledge:
 

· Degree level literacy, numeracy and analytical skills (or equivalent professional experience) suitable to be applied to solving complex problems;

· Knowledge of issues faced by adult survivors of childhood abuse and the problems faced in achieving recovery, gained through either personal experience or professional work;

· Familiarity with UK charity law and governance issues.

Skills and aptitude:


· Interpersonal skills and emotional intelligence to a very high level;

· IT skills across MS Office;

· Presentable and articulate;

· Punctual and reliable; 

· A structured and organised approach to work;

· An effective and continuous drive to implement best practice.

Experience:

· An understanding of counselling and psycho-therapeutic practices and an ability to work with volunteers who respond to people seeking help in recovering from the impacts of complex childhood trauma in adulthood;
· Experience of senior management in the voluntary sector, and in particular in leading at least part of the development of an organisation;

· Experience in establishing and implementing policies relating to HR and performance management procedures;

· Programme management and risk management experience in formulating, leading and implementing strategies and change across service and/or professional boundaries to raise standards; 

· Experience and confidence in public speaking;

· A positive and outgoing attitude to reviewing, assessing and developing strategy; 

· Energy that can be channelled constructively and effectively, and targeted on achieving results.

