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JOB DESCRIPTION

JOB TITLE: 			OPERATIONS CENTRE MANAGER (OCM)
SALARY:			Starting £28’743 per annum /35 hrs per week if full time 
(Permanent, subject to funding) 
Flexibility to work some weekend and evenings.
Hours & Salary negotiable dependent on skills and experience for the right candidate

REPORTING TO: 		Direct to the Trustees 
RESPONSIBILITIES:	To support the operational, financial, administrative duties related to the day to day running and development of The Friendship Café. 
				
OVERVIEW

The Friendship Cafe (FC) provides youth & community-based activities, focusing mainly on children and families in the inner-city wards of Gloucester City.  Weekly activities include archery, boxercise, swimming, sewing club, carers groups, self-defence class and youth clubs.  FC also provide trips off-site and community events such as BBQs, fun days, and inter-faith activities. In addition, the organisation runs ‘St James City Farm and Riding School’ and supports the work of other local groups, with different community events each year. 

The Friendship Café has grown significantly over the past 21 years, along with the demands on the organisation and different projects. To consolidate and support these developments in a sustainable manner requires extra support, creating the need for a pro-active Operations Centre Manager.  

PURPOSE 
This is a core role for Friendship Café (FC), ensuring all operations are effectively managed, with targets met to make a positive difference to Gloucester residents. 

MAIN DUTIES
· General coordination and hands-on support for running the venue.
· Manage and Supervise Staff as required.
· Oversee and ensure smooth running of activities and projects as required.
· Attend and actively contribute to management partnership meetings.
· Identify suitable funding opportunities, forecasting and writing budgets in line with financial procedures.
· Attend and represent FC at internal and external meetings.
· Build and maintain a close and trusting working relationship with key stakeholders.
· Provide management information, reports, and presentations on both pre-notified and ad-hoc occasions.
· Ensure the organisation fulfils its legal, statutory, ethical, and regulatory responsibilities.
· Maintain an awareness of relevant risks and changes in the external environment.

JOB CHARACTERISTICS

Reporting 
· The OCM is responsible for managing reports, accountable for employees and volunteers.

Working Environment
· Work under office conditions with frequent use of a display screen.  
· Attend external events representing the organisation as required.
· Work evenings and weekends, as required.  Time off in lieu will be managed accordingly.

Autonomy
· The role holder is expected to use their own initiative and to plan and arrange their own work to meet key objectives.
· Participate in strategy formulation for the organisation.  
· Formulate/update operational policy and procedures.
· Seek funding opportunities and complete bids/grant applications on an ongoing basis.

Direction 
· Work is primarily self-checking, with feedback received from Trustees and stakeholders, 
· Activities should be led by regular user and participatory feedback.
· Work is largely proactive with little direct supervision.

Communication
· A breadth of communication skills will be required: oral, written and presentation.
· A need to produce complex reports for funders and stakeholders and publicity material.

Internal and external relationships 
· Frequent liaison with, staff, users and stakeholders: effective networking and robust relationship management.
· Collaborate with others in the department/organisation on a regular basis.  Transparency and working closely with colleagues is key to the completion of all tasks.



Resilience  
· Work requires attention to detail and ability to oversee different strands of work simultaneously.
· Work in partnership to manage delivery of targets and support a variety of priorities. 

Property Management 
· Responsible for the management of the FC properties ensuring space is rented and maintaining positive relationships with the contractors, suppliers, and tenants. 
· Ensuring the facilities are maintained safely, effectively and within the principles of the relevant policies. DBS, safeguarding and 1st aid and training records compliance and updating staff contracts and records.

General Administrative Duties
· Manage centre hall and room bookings, minibus bookings and other hired items.
· Routine admin duties and the management of the building
· Arrange meetings/minutes including virtual and manage phone calls.

Training/Other
· Be responsible for own professional development, keeping up to date with training, best practices, policies and procedures.
· Be always an effective representative for the organisation and act in a professional manner conducive to promoting a positive image of the organisation.

To deliver services effectively, a degree of flexibility is needed, and the post holder may be required to perform work not specifically referred to above. Such duties will fall within the scope of the job, at the appropriate grade. The job description will therefore be subject to periodic review with the post holder to ensure it accurately reflects the requirements of the job.


PERSON SPECIFICATION

Skills, knowledge and experience 
The ideal candidate will have knowledge, experience, skills and a proven track record in the following areas.
	

Experience
	Essential (E), Desirable (D), Application (A), Interview (I)

	Educated to degree level or equivalent   
	D, A

	Experience of holding an operational role in the not-for-profit sector or similar 
	D, A

	Experience of using digital devices and databases and social media
	E, A/ I

	Experience of networking and forming positive and productive relationships with a range of people from different professional and voluntary sector backgrounds
	E, A/I

	Managing a team of staff and/or volunteers for a minimum of three years, with human resources and/or facilities management background
	E, A/I

	Ability to use negotiation and influencing skills within communities
	E, A/I

	Managing grants and contracts and writing and winning funding bids
	D, A/I

	Good knowledge of information governance and ability to always maintain confidentiality, within any statutory guidance on safeguarding.
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	Skills
	 

	Excellent communication, interpersonal, written skills and budgetary management. 
	E, I

	Ability to work unsupervised and make decisions with an ever-changing workload and to be able to work under pressure.
	E, I

	Computer literacy, including knowledge of Microsoft Office (Word, Outlook/social media)
	E, A

	Promote diversity, within the ethos of Friendship Café core values
	E, A

	An understanding of the needs of seldom heard communities and barriers to accessing services.
	D, A

	Good motivational skills and the ability to innovate and inspire
	D, A 

	Programme management of multiple projects and ability to work to tight deadlines
	E, A, I

	General
	

	To work flexibly and be ready to be hands-on to meet the needs of users, including some weekend working.
	E, A

	Other
	

	Full driving licence with regular access to a car (business-use insurance may be required)
	E, A

	Enhanced DBS Check
	E

	Minibus driving licence
	D

	Multi-lingual in any of the main community languages
	D

	Background of volunteering at grass-roots level/community development
	D



 APPLICATION CLOSING DATE: 14/06/2023
Please send your completed application form to:  imran@friendshipcafe.com 
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