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JOB DESCRIPTION 

Job title: Operational Manager 

Service: PAC-UK 

Salary: Grade 4, Point 34-38

Hours: Full and part time roles available 

Location: Hybrid

Responsible to: Senior Leadership Team
Job Summary: The Operational Manager will provide strategic and operational leadership across regional and national services ensuring the consistent delivery of high-quality, innovative and evidence-informed services. 
Working closely with the PAC-UK Senior Leadership Team the postholder will drive service improvement, embed best practice and support staff development across regional and national teams 
The role will also contribute to shaping national approaches through local insight, ensuring that services align with PAC-UK’s strategic priorities, relevant legislation and Family Action’s values and policies.

Key Tasks & Responsibilities 

1.To manage, support and supervise Practice Managers to ensure that the services provided are efficient, effective, offer high quality and work to measurable outcomes. 

2.To have overall responsibility for ensuring that Practice Managers are making the best use of resources by overseeing the annual budget-setting process and by closely monitoring income and expenditure on a regular basis with Senior Leadership Team Members.

3. Assist Practice Managers in the allocation of cases, management of caseloads drawing on contract monitoring data to support decision making

3.To work with Practice Managers to make sure that all commissioned services meet their performance targets and comply with the relevant contract monitoring and reporting arrangements. Including preparing performance data, presenting monitoring reports at commissioner meetings.


4. To manage, support and develop PAC-UK volunteers which includes robust inductions, supervision and opportunities for additional trainings and developments relevant to the role.

5. To lead on and support the development of PAC-UK's voice and influence work (including ongoing co-design and co-production of services and leading on events such as National Adoption week alongside other regional/national voice and influence events.

6.To ensure that all projects are fully compliant with Family Action’s Safeguarding Children and Vulnerable Adults policies, procedures and practice standards. 

7.To oversee the safe recruitment of new members of staff, and to make sure that all members of staff have coherent job descriptions, are properly inducted, receive regular supervision, are subject to an annual performance appraisal and have up-to-date development plans.

8.To be a passionate advocate for service user participation and involvement: children, young people and adults, and to work with Practice Managers to increase the opportunities for service users to influence and shape the way adoption services are designed, developed and delivered, including oversight of volunteers.

9.To support Practice Manager in setting and implementing Continuous Service Development Plans, Practice Wheels, Open to closure pathways and logic models as part of a commitment to continuous service improvement.

10.To identify gaps and any shortfalls in performance and, by working collaboratively with staff and Practice Managers to develop practical solutions to address them. 

11.To promote a positive public image of Family Action to increase public and professional awareness of Family Action’s work and support the Senior Leadership team in securing new and re-commissioned contracts.

12. With close support of the Senior Leadership team, manage service budgets to ensure sustainability and value for money.  Identify and respond to financial and performance risks and prepare business cases and financial plans for service development.

13.To develop good working relationships with funders, commissioners and other key stakeholders within the Adoption Sector and to contribute to local strategic and national Adoption initiatives, as appropriate.

14.To ensure the implementation of Family Action’s Diversity & Equality Policy and our Ethical Policy in every aspect of your work and positively promote the principles of these policies amongst colleagues, service users and other members of the community.

15.To comply with Family Action’s Health and Safety Policy, Data Protection Policy and to protect your own and others’ health, safety and welfare.

16.To work flexibly as may be required by the needs of the service and carry out any other reasonable duties as required.

17. To have strong safeguarding understanding and experience and act as safeguarding lead in conjunction with other Operational Managers and the National Lead.
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PERSON SPECIFICATION 

	Requirements 
	Essential
	Desirable

	Education, Qualifications & Background 

	1. 
	A professional qualification in a relevant field e.g. Social Work; Counselling, Psychotherapy, Psychology or Significant Management Experience within an Adoption Support Setting. Management qualification or equivalent experience
	✓
	

	2. 
	Registration with a relevant professional body i.e. HCPC, BACP, UKCP, UKRCP, BPS, Social Work England
	
	✓

	Experience 

	3.
	Experience managing Adoption Support Services 
	✓
	

	4.
	Experience of leading teams 
	✓
	

	5.
	Experience of budget setting
	✓
	

	6.
	Strong track record in partnership and stakeholder engagement
	
	✓

	7.
	Knowledge and experience of adoption/permanence related issues.
	✓
	

	8.
	Experience with tenders/funding applications
	
	✓

	9.
	Experience in participation/co-production
	
	✓

	10.
	Experience in Social Value reporting
	✓
	

	11.
	Experience of line managing/supporting volunteers
	
	✓

	Knowledge & Skills 

	12.
	Evidence of interest and understanding of how adoption and permanency can affect everyone involved, whether they are birth relatives, adopted children and adoptive parents, or adults who were adopted as children.
	✓
	

	13.
	Professional, up-to-date knowledge of Adoption and Special Guardianship law and practice.
	
	✓

	14.
	Knowledge of safeguarding and regulatory frameworks
	✓

	

	15.
	Knowledge of quality assurance and continuous improvement approaches
	✓
	

	16.
	Excellent leadership, project management, and organisational skills
	✓
	

	17.
	Strong data analysis and reporting capabilities to drive improvement and evidence impact
	✓
	

	18.
	Ability to balance operations and strategy and have high-level communication skills
	✓
	

	19.
	Computer literacy including Microsoft Office suite (incl. Outlook and Word), with ability to accurately input sensitive data electronically.
	✓
	

	Values

	20.
	Able to evidence Family Action’s values at all times, which underpin our mission of ‘building stronger families’ by: 
· Being people focused 
· Reflecting a ’can do’ approach 
· Striving for excellence in everything we do 
· Having mutual respect for everyone we work with, work for and support through our services 
	✓
	

	21.
	Be committed to equal opportunities and Equality, Diversity and Inclusion in all that you do. Have experience of and active interest in working with people from a wide range of backgrounds.  
	✓
	

	22.
	Be committed to and comply with Family Action’s Equality, Diversity and Inclusion and Safeguarding policies, including Child Protection.  
	✓
	

	In addition

	23.
	Willingness to work flexibly across a range of commissioned contracts within PAC-UK to support the needs of the service
	✓
	

	24.
	Willingness to work outside of normal working hours if required
	
	✓




	
	
	



image1.png





 

   

  JOB DESCRIPTION      Job title:  Operational Manager       Service:  PAC - UK       Salary:   Grade  4 ,  P o int  34 - 38     Hours:   Full and part time   roles  available       Location:  Hybrid     Responsible to:  Senior Leadership Team   Job Summary:  The  Operational  Manager will provide strategic and operational leadership across   regional and   national services  ensuring the consistent delivery of high - quality, innovative and  evidence - informed services.    Working closely with the PAC - UK Senior Leadership Team the postholder will drive service  improvement, embed best practice and support staff development across  regional and  national  teams     The role will also contribute to shaping national approaches through local insight, ensuring that  services align with PAC - UK’s strategic priorities, relevant legislation and Family Action’s values and  policies.     Key Tasks & Responsibilities      1.To manage, support and supervise  Practice   Managers  to   ensure that the services provided are  efficient, effective, offer high quality and work to measurable outcomes.      2.To have overall responsibility for ensuring that Pr actice  Managers are making the best use of  resources by overseeing the annual budget - setting process and by closely monitoring income and  expenditure on a regular basis   with Senior Lead er ship Team Members .     3. Assist Practice Managers in the allo c ation of cases, management of caseloads drawing on  contract monitoring data to support decision making     3.To work with Pr actice  Managers to make sure that all commissioned services meet their  performance  targets and   comply with the relevant contract monitoring and reporting  arrangements.   Including preparing performance data, presenting monitoring reports at  commissioner   meetings.       4. To manage, support and develop PAC - UK  volunteers which includes robust inductions,  supervision and opportunities for additional trainings and developments relevant to the role .     5. To lead on and support the development of PAC - UK's voice and influence work (including  ongoing co - design and co - production   of services and le a ding on events such as National  Adoption we ek alongside other regional/national voice and influence events .  

