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The Limes[image: ]
Operations Manager

Hours: 			37 per week 
Holidays: 			25 days per annum
Salary and grade:  	£27,000 - £30,000 depending on qualifications and experience  
Responsible to:		The Director
Responsible for:	Administrative Assistant(s), Facilities worker(s), Caretakers, Cleaner & any appropriate volunteers or work experience placements


Purpose

The Operations Manager is part of The Limes’ senior management team and will be responsible to the Director.  You will work closely with managers and other colleagues to ensure The Limes is dynamic and responsive in delivery of services to the public through efficient operation of the Centre, by providing all necessary managerial, financial and administrative and facilities functions and support. 
The Operations Manager leads on strategy of these areas: finance, personnel, premises, office and communication & contributes to the strategic vision and planning of the Limes under the direction of the director and the board of Trustees.


Role

To be responsible for developing and maintaining financial procedures and provide effective financial management for The Limes, up to and including the production of end of year accounts.
To manage all aspects of the property including legal contracts and insurance and to ensure the smooth running of the office accommodation
To oversee all office procedures and processes
To take the lead and be responsible for ensuring The Limes complies with all Employment and Health & Safety legislation and maintaining HR policies.
To be responsible for the development and maintenance of the office premises, IT software and equipment including maintenance contracts
To be proactive in the development and implementation of strategies that ensure The Limes continues to meet its operational and strategic objectives
To work closely with senior staff to ensure delivery of shared tasks
The post holder must make a substantial contribution to the rota and ensure office coverage daily.


Generic Responsibilities/Tasks

· To attend all relevant internal and external meetings
· To communicate effectively both within The Limes and external agencies
· To participate in regular supervision and undertake personal and professional development
· To comply with the organisations policies and procedures including equal Opportunities, safeguarding children and young adults and Data Protection.

Finance
· Managing the invoicing and credit control functions to ensure income matches cash flow forecasts and budget requirements
· Record all financial transactions accurately and produce regular reports on finances ensuring that internal and external financial reporting requirements are met; for example: income and expenditure, monthly balance sheet, and cash flow information
· Process the payroll so that everyone is paid correctly and on time
· Inform the Director of any financial issues which might adversely affect the Charity.  Propose methods to help improve and monitor financial controls and advise on ways of improving the efficiency of the financial management systems
· Support the Director and other staff members by completing the financial elements of contract, monitoring and other funding proposals. All bids need to include full costing analysis, recovery of all direct costs and a percentage of indirect costs.
· Create budgets and quarterly reviews per service line and across the organisation so that financial performance can be monitored effectively
· Collate and present key performance data relating to each service to meet funder/commissioner requirements
· Produce year end information to meet the independent examiner’s requirements and to produce financial information for inclusion in the annual report
· Complete Charity Commission, PAYE and Companies House financial returns to ensure that The Limes meets its statutory and regulatory requirements

Office management 
· To ensure the office is open and staffed according to bookings and services.
· To develop and maintain an efficient system for the booking/ use of meeting rooms and the premises generally. 
· To ensure the upkeep of the premises, liaising with contractors and landlords and reviewing and updating relevant insurance policies
· To oversee and ensure the effective maintenance of all IT equipment including printers and computers, telephones, faxes and photocopiers
· To liaise with contractors where necessary and to review and update maintenance contracts
· To ensure facilities, reception office supplies, health & safety are managed effectively by overseeing:
a) The housekeeping of the office including cleaning staff/services
b) The maintenance of office furniture and equipment, replacing items as necessary within agreed budgets
c) The work of the administration & facilities assistants whether paid or volunteers by delegating appropriate tasks
d) The adherence to health & safety Policy procedures
HR Function

· To lead and develop the Administration/ Facilities Team, provide line management and supervision and ensure their training needs are met.
· To liaise with HR (outsourced) regarding any changes to the employment legislation and ensure the organisation complies with employment legislation at all times
· To devise and implement a review of all policies for the staff handbook and report to the Senior management team
· To be involved in recruitment, selection, induction of staff and volunteers. 
· To be responsible for regular audit of personnel files, ensuring effective systems are followed for keeping records of salaries, leave, staff expenses, supervision and training etc
· To ensure effective systems are followed for monitoring staff recruitment, selection, and suitability checks
· To undertake the role of Data Protection Officer and ensure that The limes complies with The Data Protection Act.
· To be responsible for the availability, updating and maintenance of the staff handbook

Support Services
· To be an active member of the senior management team
· Attending and servicing sub-committees and working parties where appropriate
· To undertake all tasks in accordance with the company’s Diversity and Equality Policy
· To undertake other activities from time to time and may be reasonably required by the Director
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