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	Position:
	Head of Operations

	Salary
	£32,878 

	Hours:

	37.5 hrs per week- Flexible to suit the needs of the project

Some evening & weekend work will be required

	Based at
	PEEK Office – Crownpoint Sports Complex, 183 Crownpoint Road, Glasgow, G40 2AL

	Travel
	Across Glasgow

	Responsible to:
	CEO

	Responsible for:
	Project Coordinators


	CORE FUNCTION:

	The Head of Operations is a key role to ensuring the effectiveness and efficiency of PEEK as a reputable charitable organisation. This position leads on the development and management of policies, procedures, systems and processes internally ensuring PEEK is fit for purpose and operating legally. 

As Head of Operations you will manage the provision of effective and professional human resource services and advice – including the design and implementation of HR policies, practices and strategic initiatives to ensure we recruit, retain and promote highly skilled and motivated people in every area of our work. 
A key element to the role will be the ability to work collaboratively with a diverse and committed group of project coordinators and their teams: to encourage an organisational culture that supports co-production and ways of working that demonstrate clear commitment to PEEK’s values, mission and vision.

The Head of Operations will be part of our Senior Management and Leadership Team (SMLT) along with the Chief Executive, Head of People and Programmes and Head of Finance and will be involved in strategic planning and decision making for the organisation.
 In addition to being an inspiring, engaging leader, the successful candidate will need strong management and planning skills. They will report to the Chief Executive.


	DUTIES:

	Leadership 

	· Play a leading role in the strategic and collective work of the Senior Management and Leadership Team in support of the Chief Executive’s role.

· Support the development of talent within our organisation and succession planning for key roles

· Provide effective leadership to colleagues and staff working on partnership projects and commissioned work

· Seek new opportunities in innovating and in developing PEEK as an organisation 
· Attend team meetings and contribute to wider organisational functions including strategic planning, finance and fundraising and partnership and stakeholder management 
· Provide administrative support to PEEK’s board of directors 
· Deputise for the Chief Executive as and when required


	Operational Management - Systems & Processes

	HR 
Develop, Lead and manage a human resources service through a range of projects and activities including, workforce planning and recruitment; performance managements; learning and development and employment law compliance, and flexible enough to cope with changes in the organization, as and when they occur

· Lead on the development of a transformational digital HR system for PEEK ensuring all developments offer a more effective and efficient way of doing things and are fit for purpose

· Manage the HR system and external HR support for the organisation 

· Be responsible for timely, efficient and cost effective recruitment and selection of staff within the team adhering to PEEK’s relevant policies, processes and procedures taking accountability for team retention, engagement and motivation

· Oversee the recruitment and induction process of all new team members ensuring that staff selection is fair and objective and meets the policy requirements of the organisation as well as attracting the best person for the post.

· Ensure that employment contracts are fully compliant with PEEK’s internal policies and procedures and employment law
· Be the lead for PVG Scheme Record registration for PEEK

· Provide support, coaching and training and advice to all staff on all human resource issues as and when required

Work with the SMLT to develop an effective performance management system ensuring that values are translated into measurable objectives, competencies and behaviours and that appraisals are carried out accordingly

· Be responsible for supporting, developing, managing and leading the wider team, providing technical and managerial support and development to ensure the organisation maintains a high level of professionalism at all times. 
· Line manage staff on a regular basis to build and strengthen individual and team performance by developing and motivating staff to achieve targets; ensuring all team members have relevant managerial support through agreed objectives, performance reviews, appropriate delegation and personal development plans including making sure identified training needs are met

· This includes leading on weekly/bi-weekly programme coordination/team meetings, monthly support & supervisions, quarterly operational reviews, 6mthly strategic reviews, annual review and annual appraisals

· Work with the SMLT and the Board to plan and lead on talent development within our organisation and succession planning

Training – Learning and Development
· Lead on developing an annual training and development programme in line with organisational and employee’s needs

Health & Safety 
· Ensure PEEK’s operations are fully compliant with Health & Safety legislation and best practice
· Review Health & Safety accident and incident reports on a monthly and quarterly basis and develop policies and take action to help reduce risk amongst participants, staff and volunteers

Transport

· Ensure all of PEEK’s vehicles are legally operative and fully compliant 
· Ensure the safety of the vehicles by leading on the development and implementation of maintenance plans to ensure they are roadworthy and fit for purpose

· Ensure all PEEK staff are legally compliant to drive any PEEK vehicles – business insurance, relevant license and training 

Office Management 

· Be the key day-to-day contact for PEEK’s relationship with our landlords 

· Ensure both parties keep to the tenancy agreements and meet with the landlords on a quarterly basis to raise any concerns or issues 

· Ensure the office is compliant with health and safety regulations 
· Support the CEO and board of directors to scope fit for purpose premises for the future of PEEK

I.T

· Be the key day-to-day contact for PEEK’s relationship with our external I.T provider

· Lead on the implementation of PEEK’s I.T systems ensuring all staff have access to a working digital device such as a laptop, tablet or IPAD to complete their work

· Ensure the quality of service we are paying for is of high standard, effective, efficient and fit for purpose
Compliance

· Ensure compliance with local and international laws (e.g. data protection) in everything PEEK does



	Organisational Management - Policy and Procedures

	Lead on the development and updating of PEEK’s existing and new policies and procedures ensuring they are implemented effectively and efficiently to all staff and volunteers. Provide training or 1-1 support as and when required.

· Undertake an annual review on all current PEEK policy and procedures ensuring PEEK is compliant and operating under professional standards and in line with best practice

· Update and develop new systems and processes ensuring PEEK’s policies are effectively working in consultation with PEEK staff and participants
Safeguarding

Responsible for being PEEK’s dedicated children protection and safeguarding officer (training can be provided) with ultimate responsibility for the safeguarding of participants across the organisation

· Responsible for supporting PEEK’s delivery team with safeguarding niggles and disclosures ensuring the staff team are appropriately trained in dealing effectively with safeguarding concerns
· Responsible for reporting on safeguarding concerns internally and externally 

· Responsible for ensuring delivery staff and freelancers are fully informed of PEEK’s code of conduct 

· Develop and implement PEEK’s safeguarding policy and procedures in line with new legislation and sector best practice including delivering regular training to staff and volunteers

· Ensure the maintenance of confidentiality and security of all documentation and information as required by company policy and GDPR guidelines, and keep comprehensive records to meet the requirements of funders and best practice


	Funding & Fundraising

	· Working with the CEO and wider team research funding sources and support the CEO and wider team to make applications for funding ensuring that funding sources are relevant and ethical and will enable the project to continue to grow and develop and meet its overall aims and objectives for current and future projects 
· Support the development of an income generation (business development) strategy and identify new funding sources to sustain and strengthen the work of the organisation
· Ensure a full cost recovery approach is undertaken for existing and new programmes and services

· Undertake effective annual budget planning and quarterly re-forecasting of operational related budgets
· Manage operational budgets, maximising resources whilst monitoring expenditure and costs at all times. 

· Be consciously aware of budgets, costs, constraints and promote efficient and cost effective solutions, ensuring that all aspects of the various projects remain within agreed budgets and identify any variances that might arise to the Head of Finance and CEO. 

· Support and champion PEEKs fundraising campaigns i.e. annual fundraising events programme

· Contracts, service level and funding agreements 

· Oversee contracts and service level agreements with partner and external organisations

· Ensure all staff are compliant with funding agreement conditions, reporting, compliance and guidance are communicated effectively to staff to ensure compliance

· Work closely with the Head of Finance and Project Coordinators to ensure that funding claims and reports are submitted to funders in a timely and accurate manner, ensuring that all supporting evidence is stored and available for funder audits and meets all GDPR requirements



	Relationships, Representation and Partnerships

	·  Develop strong and effective internal and external relationships through appropriate communications, cross team working and networking at all levels

· Work with the CEO to oversee the establishment, management and development of mutually beneficial relationships and partners, ensuring high standards of collaborative service.

· Build and develop cross-organisational relationships to facilitate the achievement of the strategic and operational plans 

· Represent PEEK at events including evening events and conferences as and when required

1. Initiate dynamic, responsive and flexible partnerships to open doors for PEEK and those we seek to serve

2. Act as a catalyst for promoting positive partnerships across the wider PEEK team and in the sector in order to develop partnerships that are beneficial and generous.

3. Represent the organisation positively and pro-actively by attending strategic groups, external events and publicity opportunities and other meetings as appropriate and agreed by the CEO

Ensure that performance targets, quality standards and budgets in relationship to people and programmes are met

	Strategy & Operational Planning inc Monitoring & Evaluation 

	Work with the SMLT & Board and staff to develop and deliver PEEK’s Strategic and Operational Plans for 2019 – 2022
· Support the development and implementation of operational plans for each programme on an annual basis and carry out quarterly reviews to ensure progress towards organisational strategy

· Work with the SMLT & Board and staff to develop and promote PEEK’s organisational culture in line with PEEK’s values
· Work with the SMLT & Board to develop organisational policies and procedures in line with legislation
· Ensure that all Programme activities operate within all policies and procedures of the organisation and comply with all relevant legislation and professional standards
Manage and identify risks within each operational element and take appropriate action to control the risks, escalating major risks to the operational organisation Risk register and the attention of the CEO and board

· Work together with the Programme Teams to ensure effective risk management across all programmes

· Maintain awareness of risks and changes in the external environment that affect the organisation

Support the development and implementation of PEEK’s Monitoring and Evaluation framework

· Support the team to develop high quality internal and external project evaluation reports  

· Oversee the quality assurance of commissioned programmes and work closely with the SMLT and CEO in ensuring the continuous improvement of service delivery and relationships across PEEK
· Provide guidance to the Board of Trustees as and when required including attending any board meetings or sub-groups upon request

	Communications & Marketing

	Support the development of all communications activity across the organisations including pro-actively sharing the work of PEEK through various social media channels 

· Promote the organisation to stakeholders and future partners
· Support the development of any marketing material in relation to commissioned/sales

· Ensure the organisation is publicised positively and pro-actively through a range of media including local and national press, social media and other relevant forms of publicity.

	Expectations

	· To actively participate, engage with, and respond to, the PEEK supervision, external supervision and appraisal processes

· To attend and positively contribute to PEEK internal team meetings including those of the Board and its sub groups as requested and other meetings as required

· To attend and positively contribute to PEEK training as required

· To actively contribute to a positive, supportive and constructive working ethos, relationships and environment with PEEK, partner organisations and other organisations

· Ensure that confidentiality is maintained at all times working within the policies of the organisation

· Act as an ambassador of PEEK at meetings, events and online – support and promote PEEK’s values internally and externally

· Carry out any duties as may be reasonably requested by the CEO and board of directors
· The Head of Operations is expected to maintain an up to date knowledge of all relevant standards, legislation, policies and good practice. They will be expected to undertake such appropriate training as is necessary to facilitate this.

The job description is a broad picture of the post at the date of preparation. It is not an exhaustive list of all possible duties and it is recognised that jobs change and evolve over time due to the nature of the communities PEEK serve.


Head of Operations Person Specification
	Knowledge
	Essential / Desirable 

	Understanding and familiarity of Safeguarding Children, Young People and Vulnerable Adults, the Equality Act, Data Protection and Health & Safety
	E

	Understanding and familiarity of working with children, young people and families impacted by poverty 
	E

	Knowledge of Child Poverty Act (Scotland)
	D

	Knowledge of Curriculum of Excellence
	D

	A demonstrable commitment to equality of opportunity and a positive approach to diversity


	E

	Able to identify, understand and respond to the differential impact that disadvantage, inequality, stigma and discrimination have on individuals and communities


	E

	A sound knowledge and understanding of children, young people, families and parenting including the wider context, such as services, legislation, policies and strategies including UNCRC and Adverse Childhood Experiences,
	E

	Knowledge of using Social Media Channels and how to effectively use social media channels to promote the work of PEEK


	D

	Skills/Personal Qualities
	

	Excellent people management and leadership skills which are demonstrated through previous experiences 
	E

	Excellent project and programme management skills from inception to evaluation
	E

	Passionate about the power of play, creative arts and volunteering in transforming lives
	E

	Excellent interpersonal skills with the ability to communicate at all levels
	E

	Able to communicate effectively, orally and in writing, to a high standard with a diverse range of people and audiences at different levels of understanding and ability

	E

	A high degree of emotional intelligence
	E

	Ability to work as part of a team and use own initiative
	E

	Ability to multi-task, work calmly under pressure and meet tight deadlines
	E

	
	

	Highly motivated, positive and solution focused
	E

	Resilient and positive attitude when under pressure and faced with a high priority workload, competing deadlines and changing situations
	E

	A high degree of accuracy and attention to detail
	E

	Excellent time management skills 
	E

	Able to use Microsoft Office packages such as Microsoft Word, Excel and Office 365, Powerpoint and Outlook


	E

	Excellent ability to lead, develop, supervise and train others
	E

	Ability to develop and implement programme monitoring and evaluation frameworks
	E

	Ability to be adaptable and flexible to suit the changing needs of a charity
	E

	Experience 
	

	Minimum of 5 years’ experience in successfully leading and managing a staff team
	E

	Experience of working effectively and efficiently at a senior management and leadership level 
	E

	Experience of develop, implement and manage HR functions and systems
	E

	Experience of Strategy development and implementation in line with business objectives
	E

	Experience of develop internal communications systems and processes
	E

	Experience of supporting and securing successful funding bids of £100K+
	E

	Experience of financial budget management inc setting and managing programme budgets
	E

	Experience of developing strong and effective mutually beneficial relationships – internally and externally, locally and nationally, operational and strategic
	E

	Qualifications 
	

	Be in possession of a related certificate, diploma or degree qualification (leadership and/or management desirable)
	D

	Be in possession of a driving license 
	D

	Valid first aid certificate
	D

	Valid health and safety in the workplace certificate
	D

	Valid food hygiene certificate
	D
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