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Operations Manager – Job Description

Job Title – Operations Manager

Reports to – Chair of Board of Trustees

Salary - £35,412 (pro-rata)

Hours – Part-time (16 hours per week)

Contract – Fixed Term initially to 31 May 2030

About West Lancs CVS
West Lancs CVS is a registered charity and the local infrastructure organisation for the borough of West Lancashire. It acts as umbrella organisations providing capacity building support to local voluntary sector organisations and community groups.  Our core services are to encourage and support volunteering, help to raise funds, provide networking, sector communications, sector representation and partnership brokerage especially with the public sector and commissioners. Increasingly we expect to develop and incubate new services and projects in West Lancashire.
This new role of Operations Manager is funded through our National Lottery Community Fund four-year project, designed to increase the sustainability and resilience of CVS, and its collaboration with local voluntary, community, faith, and social enterprise organisations.

Job Purpose
The Operations Manager plays a key leadership role in ensuring the effective day-to-day running of the charity.  Working closely with the Business Development Manager and Board of Trustees, the postholder will oversee operations, finance, governance, and organisational systems to ensure the charity delivers high-quality services in line with its mission and strategic objectives.
The role will strengthen organisational sustainability through robust financial management, effective systems and processes, strong team leadership, and support for income generation activities. 
The Operations Manager in conjunction with the Business Development Manager together form the CVS’s senior management team. They will ensure the charity operates in compliance with all regulatory requirements while maximising impact for beneficiaries and communities. 

Main duties
Strategic leadership and organisational development:
· Work with the CVS team, and Board of Trustees, in developing and delivering the charity’s strategic plan and business objectives 
· Lead on development, implementation, and review of operational systems, policies, and procedures
· Contribute to organisational growth, sustainability, and learning through impact measurement 

Operational management:
· Oversee day-to-day operations, ensuring effective and efficient service delivery.
· Coordinate teams, projects, and services, maintaining operational systems and controls.
· Oversee management of organisational resources, premises, IT, and facilities, ensuring compliance with health and safety. 

Financial management:
· Develop and manage budgets, financial plans, and cashflows with the Business Development Manager and Board of Trustees.
· Oversee financial systems, reporting, and compliance with regulations and funder requirements. 
· Manage payroll, accounts, audits, and liaise with accountants, auditors and advisors. 

Governance, compliance and risk:
· Ensure legal, regulatory, and governance compliance.
· Oversee the annual reporting and accounting processes.
· Support the Board with reporting and decision-making. 
· Maintain the risk register and monitor policy implementation, safeguarding, and equality standards. 

People management and culture:
· Lead, manage and supervise staff and projects, supporting recruitment, development, and wellbeing. 
· Promote a positive, inclusive organisational culture and effective internal communication. 

Service delivery and programme management:
· Oversee service and project delivery to meet outcomes and quality standards. 
· Support programme planning, evaluation, and performance monitoring. 
· Ensure accurate and timely reporting on outputs and impact. 

Administration and reporting:
· Maintain effective administrative and data management systems. 
· Prepare regular operational and management reports for trustees and management team. 

General responsibilities:
· Act as a key link between operational delivery and strategic leadership. 
· Represent the charity in meetings, partnerships, and networks as required. 
· Undertake any other duties appropriate to the role.



Operations Manager – Person Specification

Essential:
· Proven operational management experience in the charity, public, social enterprise or not-for-profit sector.
· Experience of managing staff, leading multidisciplinary teams, and working at senior leadership level.
· Demonstrable strong financial management experience, including budgeting, forecasting, monitoring and reporting in a charity context.
· Experience of developing and implementing organisational processes, HR systems and policies.
· Demonstrable working knowledge of charity governance, relevant legislation and compliance requirements.
· Knowledge of operational planning, performance management, and impact measurement.
· Highly competent with the MS suite of software applications.
· Excellent communication skills, both written and verbal, with the ability to engage a wide range of stakeholders. 
· Ability to work both strategically and operationally. 
· Commitment to the values and mission of WLCVS, and the charity sector. 
· High level of integrity, professionalism, and accountability. 
· Proactive, flexible, and solution-focused approach. 
· Ability to work independently and as part of a team. 
· Resilient and able to work under pressure.
· Strong commitment to equality, diversity, and inclusion. 
· Firm commitment to the Nolan principles - our benchmark for expected professional standards.

 Desirable:
· Experience of income generation, grant applications and contract management.
· Knowledge of charitable funding environments, funding streams and an understanding of grant management processes. 
· Awareness of West Lancashire local community needs and the wider voluntary sector environment. 
· Ability to lead organisational change and continuous improvement initiatives. 
· Skills in partnership development and stakeholder engagement. 
Other Requirements:
· Willingness to work occasional evenings or weekends as required. 
· Commitment to ongoing professional development.
· The CVS team works flexibly both in terms of hours and location – according to individual roles and responsibilities.  The Operations Manager will predominantly work from the Skelmersdale Ecumenical Centre.
· Occasional travel across West Lancashire may be required.
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