HIGHGROUND 

JOB DESCRIPTION


	JOB TITLE: Operations Manager

	Location: London


	Reports to:

Development Director 

	Date:   July 2017

	1.  JOB PURPOSE
A varied and interesting role, the primary responsibilities will be to act as the first point of contact for individuals making contact with HighGround and to keep in touch with our HighGrounders.  Once these priorities have been met, all aspects of managing the office and ensuring all administrative processes and procedures support the successful delivery of all aspects of the HighGround operation will be the post-holder’s focus.


	2. JOB CONTEXT

· To provide day-to-day front of house liaison for HighGround via the telephone and the internet; to co-ordinate all contacts with HighGround from beneficiaries, funders, media and the general public and direct to the appropriate person within the organisation.
· The post holder will work closely with the Development Director in support of her role. There will also be contact with the Board of Trustees and the Development Board.



	3. ORGANISATION CHART n/a


	4.  PRINCIPAL ACCOUNTABILITIES
· Day to day office administration including telephone, mail and ‘front of house’ presence
· Administrative support for the Development Director.
· Implementation, management and security of administrative systems and procedures.
· Day to day financial control, payments, banking, petty cash and end of the month procedures in conjunction with HighGround’s finance team
· Assist with fundraising and grant applications in conjunction with HighGround’s finance team
· Manage office supplies.

· Contact with Board of Trustees and Development Board, preparing papers as required
· Monthly and quarterly reporting to the Development Director, including financial details.
· Diary Management

· Liaison with external stakeholders

· Planning programmes for course delivery and any required administration support 

· Assist with PR and other fundraising events to support FR/PR
· To supervise admin staff/volunteers as and when necessary
· Skills in web content management to update the website maintaining a consistent look and feel. The task of updating the website involves posting stories and images to the site so working with word processing programs and some basic understanding of tools needed to crop photos and design graphics are important. Good eye for design and strong grammar skills would help too.


	5. DECISION MAKING
As per the parameters agreed with the Development Director. 


	6.  EXPERIENCE AND SKILLS REQUIRED

ESSENTIAL:

· Proven administration and financial experience, office procedures, invoicing, correspondence and reporting
· Experienced in the use of social media skill (Twitter, Facebook etc)
· Excellent interpersonal and written communication skills

· Able to present professionally and credibly across a wide audience reach
· Experience of supervising others in an office environment

· Competent with MS Office
· Knowledge of the Armed Forces

· A well-developed sense of humour
DESIRABLE:

· Voluntary sector experience



	7.  TERMS AND CONDITIONS
The post holder will be based at HighGround’s office in London but will be required on occasions to travel to other work locations throughout the UK.

Salary

A starting salary of £20k – 25k, dependent on experience and the recompense of appropriate expenses.

Contract type

3 days a week. 
Contract term

12 months with a three-month probationary period. Potential option to extend beyond 12 months.
Start date

TBC

	8. JOB DESCRIPTION REVIEW

The job description will be reviewed annually alongside the performance appraisal review, or as dictated by other operational circumstances.



This job description outlines the duties of the role you have been employed to do; it is not exhaustive.  In accepting this role, you agree that you may be required to undertake other tasks/roles for which you are qualified if this is believed to be in the best interests of the organisation.
Signed:









Date:

Review Date: 
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