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	Bellshill and Mossend YMCA 

Job Description for post of: 
Project Operations Manager
                                


	PRIVATE 
Post

	JOB TITLE:
   

LOCATION:    

REPORTS TO:  
HOURS
SALARY SCALE:

	Project Operations Manager
Main St, Bellshill
Chief Exec
Full Time (35 hours)

Band 6 - £28,041 - £32,061


	Job Summary 

	You will be a dynamic and engaging manager with excellent communication, management, leadership and coaching skills and will have a commitment to delivering a high-quality service in line with our mission and values.  You will play a central role in the development of our projects working closely with the Bellshill and Mossend community and bordering communities as well as wider networks and key partners to ensure they influence and shape our ongoing strategic development



	Values & Behaviours 

	· Provide a Safe space for you, your team and others to flourish and grow
· Always be Honest about your abilities and be able to ask for help when required

· Be Accountable for your actions and those of the team that you lead

· Have a Non-judgemental attitude towards your peers, team, stakeholders, and clients

· Be Adaptable in your outlook and have a positive attitude to change.
· Have Respect for the insights, skills and opinions of your peers, team, stakeholders and clients

· Be Resourceful and able to produce positive outcomes under challenging circumstances
· Inspire your team to do great work and lead by example




	Person Specification

	Experience

· Managing projects and associated budgets.  Varying from small, short term projects with minimum budget to larger, longer term projects with a significant budget and partners
· Experience of recording, monitoring, evaluation and reporting in order to demonstrate success to funders and stakeholders and identify gaps in service provision
· Experience of providing support for vulnerable and disadvantaged groups

· Experience of empowering staff, either as individuals or groups

· Experience of working with a range of stakeholders, particularly with local authorities and in a community development setting
· Experience of recruiting staff

· Ability to manage a staff team and workload, delivering and delegating where appropriate
· Knowledge and experience of child wellbeing and protection and all associated procedures

· Experience of identifying and accessing relevant funding streams
· Experience of writing funding applications     

     Skills & Abilities

· Excellent organisational and project management skills
· Excellent communication skills – verbal and written with the ability to adapt communication to different audiences
· Understanding the importance of monitoring and evaluation in fundraising
· Understanding of project budgeting
· IT literacy, in particular using Microsoft applications (Outlook, Word, Excel and Powerpoint)
· Effective interpersonal skills, with the ability to develop strong relationships with supporters and stakeholders
· Ability to grasp new concepts quickly and have the confidence to implement them
· Good organisational and workload management skills with the ability to prioritise and manage a busy workload
· Ability to work on own initiative and undertake own administrative support
· Ability to work with a team in a manner consistent with he values and mission of the organisation
     Qualifications
· Educated to degree level or equivalent relevant qualification and/or experience



	Job Outputs
	

	Role Output
	Includes the requirement to:

	Clear and consistent leadership of staff
	· Assume responsibility for the management of all Project Co-ordinators

· To ensure team members and volunteers receive appropriate support, job chats take place when required

· Develop excellent working relationships with peers

· Together with staff members and volunteers, identify and address individual and team training needs

· Positively influence and lead a culture of personal development

· Assist with issues relating to human resources management

	Management


	· Assume the responsibility for the management of all projects

· To work in a pro-active and re-active manner at all times

· Ensure all Project outcomes are being met
· Identify gaps in service delivery

· Develop and implement a robust and dynamic funding strategy to meet service delivery requirements

· Share knowledge and experience through coaching and mentoring techniques
· Recruitment of staff and volunteers

· To maintain and manage personal workloads as well as those of the staff you line manage

	Ensure excellent communication with all stakeholders
	· Ability to work effectively and co-operatively with other statutory and voluntary agencies
· Ability to develop, engage and work in a local community setting

· Excellent one to one and group communication skills

· Ability to build good working relationships with colleagues, volunteers and service users

· Joint working with statutory and or voluntary partners

· Represent Bellshill & Mossend YMCA at meetings with other service providers, funders and other key contacts to share information, promote good practice and develop services networks

· Keep up to date with service developments in mentoring, youth work, family work, employability, volunteer management and other relevant fields

· To be creative about solutions, be user-led and challenge when appropriate
· Ability to communicate compassionately and effectively with a range of vulnerable people and/or groups
· Positively influence and lead a culture of personal development

	Reporting and Governance
	· Prepare reports on project outcomes for the Bellshill & Mossend YMCA Board, Chief Exec and funders

· Ensure monitoring and evaluation systems are used, goals are met, followed, reviewed systematically and where necessary improved

· Ensure familiarisation and compliance with Health, Environment and Safety policies and procedure and in the event of risk, take immediate action to reduce this risk and inform senior management
· Ensure services are delivered within any delegated budget

· Take part in and/or lead team/volunteer meetings

· Participate in wider external meetings and contribute to wider organisational development


