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Job Description
Job Title:

Operations Director 
Responsible to: 
 Chief Executive
Hours                              37.5 hours Full Time Roll
SALARY:           £ 30,000- £36,000 depending on experience
Office location     54 St James Street , Liverpool 
Summary of Post

To implement, manage and strategically develop ADHD Foundation services.
Responsible for delivering agreed operating and income generation targets and finance management.  
Reporting to the Chief Executive Officer, the Operations Director will also contribute to and lead on the implementation of strategies which shape future operational delivery and development.
This is an essential car user position.
Main Duties and Responsibilities:

Develop and manage the team

· To be responsible for the Line Management of all delivery staff within the operations team

· To hold supervision meetings (1-2-1’s), annual appraisals and weekly team meetings and monitor operating progress against targets.
· To contribute to the professional development of staff by providing internal training.
· To be responsible for recruitment of staff for the local area in partnership with the CEO 
· To be responsible for promotion of the Foundation services including event managing an annual conference in collaboration with the CEO and other stakeholders.
· To be responsible for the overview of Neurodiversity Umbrella project, managing budgets, timelines and success f  the project.
Business Development and Finance

Responsible for the sustainability and growth of services in collaboration with the CEO with particular emphasis on securing funding from NHS Trusts & CAMHS and Local Authority Commissioners, identifying and developing new opportunities in the field of health care, education and business, appropriate for those with ADHD.
· Liaise with and negotiate contracts and payment terms with Local Authority and local schools to engender a good relationship and develop that service.
· To work with the CEO and Finance Department to plan and manage budgets annually

· To be responsible for operational budget control and spend (ensure expenditure is within forecasts)
· Liaise with Positive Futures on joint ventures and report to National Lottery.

· To hold monthly meetings with Heads of each department and with their team, to review targets, budgets and operational matters.  Also, to promote innovation withing their teams.

· Review premises and operating costs annually as renewals fall due e.g. rent, phones, insurance,BACP and other licences 
Performance Management

· To be responsible for the achievement of operational targets

· To agree and communicate operational targets with the local operations team, monitoring progress throughout the year
· To be responsible for the quality assurance of operational programmes. 
· Monitoring and evaluation of data using Foundation  outcome measures
· To generate weekly, monthly and quarterly reports for the CEO
· To monitor operational work plans and make the information about progress and challenges available to the wider organisation

· To attend Operational Management Team meetings and contribute to wider organisational functions including strategic planning, fundraising and marketing.

· To be jointly responsible for communicating with the CEO on operational updates

· To observe staff delivery and performance to improve quality and support professional development.
· Plan operationally and financially for recruitment. Review applications and interview all candidates with relative Head of Department.  Agree employment terms and manage contracts, ensuring all employment checks are undertaken. Oversee probationary period procedures with the appropriate Line Manager.

Plan, develop and oversee the provision of high-quality projects and programmes

· To manage contracts and service level agreements with partner organisations and commissioners
· To develop partnerships with external organisations and agencies to further enhance service delivery and the development of the ADHD Foundation
· To support and facilitate the development of the Practice Framework.

· To review Health and Safety accident and incident reports on a monthly basis and develop policies and take action to help reduce risk for staff and service users.

Ensure Outcomes Meet Targets

· To oversee an increase in the number of referral agencies in line with set targets 

· Ensure delivery teams are regularly updated on developments at weekly team meetings
· To monitor work plans and feedback operational developments to the CEO
Other

· To actively promote and implement The ADHD Foundation’s Equal Opportunities policy within all aspects of the post

· To be available to work unsociable hours as and when appropriate

· To undertake other duties as required by the CEO. 
Person Specification

Criteria required by appointee to ensure job effectiveness
E = essential

D = desirable

Experience

· Experience of managing personnel





             E

· Experience of managing within a contract orientated and outcome driven culture         E
Experience in Compliance with GDPR & IG protocols                                                  E
· Experience of working with disadvantaged groups                                                      E
· Experience of establishing relationships with staff in external organisations                 E
· Experience of setting and achieving targets 




              E

· Experience of monitoring and reporting progress for quality assurance purposes          E
· Experience of income generation and contract management


              E

· Experience of managing / collaborating programmes within the voluntary sector           D
· Experience of developing policies and strategies and producing reports and plans        E
· Experience of developing and managing a budget



              E
· Experience in Change Management 





  E
· Experience of initiating, developing and implementing new approaches in health care  E
Knowledge and understanding

· A knowledge voluntary organisations and related agencies 



 E
· A knowledge of relevant policies, procedures and legislation 



 D
required when working with vulnerable groups

Skills and abilities 

· The ability to motivate staff to meet targets





E
· The ability to communicate effectively both orally and in writing                                 E
· Ability to trouble shoot in ad hoc situations across the services.                                 E
· To have a confident and calm approach to problem solving and an ability to              E

use initiative in finding solutions

· Excellent strategic planning and project management skills


            E
· Relationship management and interpersonal skills 




E
· Communication, influencing and negotiating skills 




E
· Presentation skills & Event Management





E 







· Research and Report writing skills 






E
· Professional and positive approach






E
· Self motivated excellent time keeping and personal organisational skills

E
· Team player, and able to work on own initiative. 




E
· Dynamic and Creative







E
· A willingness to undertake training and personal development


E
· The ability to network effectively with influential senior business
 people and to maintain strong relationships with different partners.


E
· A self starter who is structured and target driven with the 
ability to manage diverse projects and tasks.




E
· Excellent verbal, written and presentation skills with a high level of IT literacy.            E
Qualifications 

· Educated to  Degree Level







D
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