


Director of Operations


Your Accountabilities and Responsibilities
	1. 
	User-centred Service Delivery and Quality Assurance
 
1. To oversee all service delivery work 
2. To ensure that all services delivered are responsive to young people’s needs, informed and defined by them. 
3. To ensure clear objectives and plans are developed within projects on an annual basis that meet our organisational aims and vision for each project, ensuring SMART targets and accountability to our funders.  
4. To monitor and review the progress of each project on a regular basis against their targets and plans, and against external assessment standards, to include PQASSO, BACP and AQS, to ensure quality is maintained, plans for continuous improvement are embedded across the organisation and appropriate strategic developments are initiated.  
5. To support the development of new initiative which may include the design of project plans and services and the oversight of small scale development projects. 
6. To lead an annual self-assessment against Equality and Diversity standards and oversee implementation of the resulting action plan to deliver continued improvement and responsiveness to the diverse needs of young people, service users, volunteers and staff.
7. To coordinate ……… impact management system, leading on the scrutiny of performance on an ongoing basis and ensuring a comprehensive evidence base is maintained to support our work. 
8. To support team managers to reflect upon their practice and that of their teams with the aim of developing best practice within service delivery. To ensure that young people’s voices are clearly identified and evidenced in all service evaluations, strategies and development plans.

	2. 
	Leadership, learning and management 
1. To ensure that staff are being properly supported, that there is a positive working culture and that performance management issues are actively addressed at the earliest opportunity. 
2. To operate as part of the ……. senior management team, with a particular remit to ensure the delivery of service objectives and to support the Executive Director and colleagues in setting the strategic direction for ……..
3. To participate in senior management team meetings, on a regular basis, contributing regularly and engaging in issues of organisational concern.
4. To provide line management to the Team Managers at………
5. To support the Team Managers to fulfil their own people management responsibilities, ensuring that supervisions, appraisals and team meetings take place.
6. To lead on HR monitoring, drawing to the attention of the Executive Director to any areas of concern.
7. To encourage peer support between Team Managers and shared learning across teams.
8. To work closely with the Executive Director on all issues of human resource management and coordinate the recruitment of all staff.
9. To support team managers in the recruitment, management and development of volunteers and ensure that relevant staff have a programme of support, learning and appreciation in place for …….. volunteers.
10. To represent the Executive Director, as a member of the senior management team, on internal or external matters, if appropriate.
11. Any other duties, as appropriate to role, as agreed by …….. Executive Director. 
12. To take overall responsibility for the learning and development needs of all …….. staff members. 

	3. 
	Managing risk  
1. To lead a strong culture of risk management within services and project teams and ensure that annual reviews (of health and safety, data protection and so on) take place, in line with good practice.
2. To take the lead on safeguarding across all services and projects, ensuring that policies appropriate to activities are in place at a service and project level and are fully adhered to. 
3. To ensure that all ……. activities are carried out with due regard to health and safety legislation, ……. policy and good practice. 

	4. 
	Managing Money and Resources
1. To work closely with the Finance and Resources team to ensure that the Team Managers and project teams understand their budgets and are working within them.
2. To routinely monitor monthly management accounts and share any concerns with team manager. 
3. To ensure the strong and efficient administration of all projects, including personal workload management and the maintenance of effective office and IT systems.
4. To work closely with the fundraising team to ensure that the targets and outcomes included in any funding bid are realistic and their delivery is monitored and reported within updates to funders.

	5. 
	Communications, Networks and Partnerships
1. To oversee the network of partnerships for each service and project and support the development of new ones in the furtherance of each project’s aim, and of …….. aims generally.
2. To develop and encourage sharing of good practice, knowledge and information within ………, both within and across teams.
3. [bookmark: _GoBack]To represent and promote……..  in local, regional or national networks or initiatives to share our experiences and also to bring learning back to the organisation as appropriate.
4. To develop and maintain good relationships with a wide range of relevant people and organisations.
5. To support the work of the fundraising team by contributing to fundraising bids and participating in negotiations with funders as appropriate.
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