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Operations Manager Job Description 
			     
Job Title: Operations Manager
Employer: Home-Start Trafford, Salford & Wigan (HSTSW)
Job term: Permanent
Hours of work	: 37 hours per week 
Salary: £40,000 to £42,000 gross
Reporting to: CEO

Main work contacts
Full Staff team
Trustees
Volunteers
Multi-agency working including funders, supporters, referrers
Contractors

Main purposes of the job
The post holder will be responsible for the operational management of the organisation, including line management of 10 x staff. They will ensure the effective delivery of high quality, impactful support to families and volunteers to fulfil the requirements of the organisation’s strategic plan and funding contracts.

Key areas and main tasks of the job
1. People Management
· Line management of 10 staff: regular supervision, audits, annual appraisals linked to objectives/Strategic plan.
· Manage employment issues (disciplinary, grievance, capability) in partnership with CEO/Trustees.
· Plan and manage staff resources (sickness, leave, maternity).
· Recruitment, induction, probation, and any contract endings.
· Encourage positive team morale and PRIDE values (Professional, Resilient, Inclusive, Dedicated, Empowering)

2. Volunteer Management
· Develop and implement annual volunteer recruitment and retention plan.
· Ensure adequate volunteer numbers, training, and selection.
· Maintain quality and support delivery of volunteer preparation training courses when needed.

3. Service Delivery & Operations
· Oversee referral management: screening and allocation.
· Ensure effective systems and processes (referral pathways, volunteer safe recruitment/management)
· Maintain record keeping/case management systems per guidelines and support the developments of Dynamics/Early Help Module.
· Ensure office space is clean, tidy, and safe.

4. Safeguarding & Compliance
· Act as Strategic Lead for Safeguarding; attend weekly ROCA meetings.
· Prepare and complete GDPR, Safeguarding, and Health & Safety audits.
· Ensure compliance with policies, procedures, and legislation (Health & Safety, Equal Opportunities).
· Lead HSUK Quality Assurance reviews and self-assessments.
· Oversee safe recruitment processes, DBS checks and recruitment of ex-offenders per policy.

5. Training & Development
· Ensure staff, volunteer, and trustee training is up to date.
· Lead new staff induction and ongoing development.


6. Governance & Reporting
· Report to CEO/Trustees on scheme and staff performance.
· Attend Trustee meetings when requested; provide assurance and recommendations.
· Oversee case study requirements and staff attendance rota for Trustee meetings.
· Support with data cleansing to enable accurate regular reporting to funders
· Follow Home-Start Code of Conduct

7. Finance & Strategic Planning
· Support with the monitoring of budgets for project delivery and training costs.
· Collaborate with CEO/Trustees on strategic management, development, and funding applications.

8. Promotion & Representation
· Promote scheme profile, ethos, and practice.


The post holder will be required to undertake any other duties that fall within the nature of the role and responsibilities of the post as detailed above. 

The post holder will be set objectives which will be managed and assessed regularly by their line manager.  

Any substantial or major changes will be negotiated between the Board of Trustees (Employer), CEO and the Operational Manager (employee).

This job description is current in December 2025

Employee signature:

CEO signature:

Date:
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