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Operations Manager Job Description Job title:



Operations Manager



Reports to:



Chief Executive



Responsible for: Management and continuous improvement of all LD:NorthEast services, projects and charitable objectives, ensuring that customers receive high quality, value for money support, in line with the organisations mission statement and business plan. Overall function of the post Working closely with the CEO, responsible for all of LD:NorthEast services and contracts. Ensuring that LD:NorthEast has robust systems to effectively manage people, contracts, administration, policies and procedures and communication. Project management of key pieces of work concerning the above, ensuring LD:NorthEast remains fit for purpose, strengthening its market position as a leading learning disability charity and support provider in North Tyneside and across the North East. To provide high quality services for all LD:NorthEast clients which adhere to statutory requirements and LD:NorthEast policies and procedures, ensuring that: 



Clients of services receive person centred support, in line with their support plans and / or individual requirements.







The quality of life of people is maintained or improved and that people with learning disabilities are given full support to achieve the best possible outcomes as a result of the support LD:NorthEast provides.







People with a learning disability are able to access opportunities within their community on an equal basis to the rest of the population, in line with LD:NorthEast’s vision.







Opportunities are pursued to develop services of LD:NorthEast, promoting all current service areas and supporting the CEO, Board of Trustees and User Forum in pursuing new activities and contracts, in line with the organisation’s strategic business plan.



Duties to include: People Management:       



Direct line management of all LD:NorthEast services and projects. Leadership, supervision and appraisal of service / project leads, ensuring a strong team ethic. Supporting service / project leads with the recruitment of staff and volunteers within services in line with LD:NorthEast policies and procedures. Design and delivery / co-ordination of training sessions / briefings to staff teams in areas of best practice and in implementing new policies. Ensure staff are properly inducted and probation periods are reviewed and managed in line with LD:NorthEast policies and procedures. Ensure and demonstrate that all training needs are identified, met and updated with all relevant changes and practices, and within budget. Implementation of LD:NorthEast HR procedures such as disciplinary and grievance, sickness, appraisal etc.



Service Development:   



  



Develop and maintain proactive and effective relationships with commissioners, contract managers, funding leads for all service delivery areas. Manage performance of each contract through understanding specific contract requirements, monitoring information and reporting mechanisms. Support service / project leads in the delivery and development of their respective services in accordance with the service agreement between agencies, individuals and LD:NorthEast, identifying and managing opportunities for growth within services. Networking and engagement with relevant stakeholders and strategy groups in the locality. Representing LD:NorthEast positively, working closely with the CEO promoting its current work and future development opportunities. Provide proactive support to the Chief Executive in preparing bids / tenders, contributing to innovative service design, leading in assigned areas and meeting project management deadlines.



Resources Management:  







Responsible for the management of properties and assets located at each service. Responsible for budget preparation and management across allocated services, ensuring expenditure is contained within the income that is available within the financial year. Ensure that all authorisation procedures are adhered to in line with LD:NorthEast finance authorisation procedures.











Ensure that service / project leads take appropriate responsibility for the financial management of their respective areas, monitoring monthly income & expenditure against budgets, taking appropriate action where necessary. Ensure service / project leads / finance department to of the prompt collection of monies owing to the services from all income sources.



Service Improvement & Quality:  















 



Ensure that quality audits and Health & Safety assessments are conducted across all services and action plans implemented. Ensure effective risk assessment / personal safety procedures and protocols are in place to protect service users, volunteers and staff in accordance with LD:NorthEast policies and procedures and keep under regular review. Ensure service / project leads inform line management and relevant external agencies of heightened risk / significant changes in risk and that safeguarding procedures are followed at all times. Ensure all LD:NorthEast policies and procedures as well as local service protocols are adhered to by all staff and that appropriate audit procedures are in place to ensure compliance. Monitor ongoing quality of service provision including people and environmental risk management through implementing a quality audit system in order to manage issues and drive service improvement. Manage, record and coordinate responses to complaints in line LD:NorthEast policies and procedures. Promote and maintain a culture of continual service improvement, ensuring that delivery is fit for purpose, in line with current and future strategy.



Communication & administration: 



  



Ensure all services securely store and manage all relevant records and information relating to allocated area of responsibility, working within the agreed administration procedures. Responsible for ensuring the smooth running of central office administration systems, supporting the CEO and finance department Attend, contribute and feed back into relevant parts of the organisation all relevant meetings and networks, both internally and externally. Provide regular reports to the CEO and Board of Trustees as agreed



Risk Assessment: 



 



Ensure service / project leads carry out risk assessments for all services and service users across all services, in line with LD:NorthEast policies and procedures, providing training and support where necessary and report any areas of risk to the CEO Ensure all service areas liaise with referral agents / third parties regarding risk and risk assessments in order to capture a full picture regarding all aspects of risk. To monitor and audit compliance to risk assessment management procedures and report any discrepancies/concerns .



Training:  







Responsibility to undertake training and development as required. To lead, where appropriate and necessary, with the training and development of teams both in terms of accessing and co-ordinating specific training as well as design and delivery. Compliance with legal and regulatory requirements such as provisions set out in the Data Protection Act 1998, Health & Safety at Work Act 1974 and the Health and Social Care Act 2008.



Other:  







  



To actively promote a positive image of LD:NorthEast. Production of monthly management reports to the CEO detailing progress against contract requirements, statistical data and evaluation as required within agreed deadlines as directed by the Chief Executive. Proactive approach to the strategic development of LD:NorthEast services, producing relevant evidence and suggested service model designs in order to facilitate positive change and continuous improvement. Develop and maintain constructive professional working relationships with colleagues (internally and externally) and stakeholders. Deputise for the CEO as necessary. Any other duties as appropriate and directed by the Chief Executive.



Person Specification Essential Qualifications



Level 4 Management / Equivalent or a willingness to work towards (within a prescribed timeframe)



Desirable Suitable professional Care Qualification Level 5 Management or equivalent



Assessed By Application form



Interview



Copy of qualifications Knowledge & Experience



Service Management in Health & Social Care sector H&S at Work including risk management Performance reporting using IT systems Working with vulnerable groups Promotion of equality and diversity Results orientated / needs led approach



Service promotion and marketing Working with vulnerable adults and children



Application form



Interview



Employment legislation Employee performance management Tendering / new business



Presentation



Practical assessment



Business planning Service auditing



Supervisory management Recruitment and selection Team building Budget preparation and management Contract management Continuous improvement Networking Skills



Excellent report writing skills Contract negotiation skills



Presentation skills



Application form



Interview



Excellent time management skills



Presentation



Excellent communication skills Ability to deliver issue based training at service level



Practical assessment



Ability to contribute to and chair meetings Motivating others Personal



Professional approach Person centred value base



Interview



Presentation



Flexibility (e.g. on call cover) Self motivated Excellent interpersonal skills Driving licence



Practical assessment
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