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Job Description: Branch Manager
RSPCA Finchley, Golders Green, Hendon & District Branch

Job Purpose
The postholder is responsible for leading and managing the day-to-day operations of the Branch, ensuring the effective delivery of animal welfare services and supporting the sustainability of the Branch.
The role manages and coordinates animal welfare activities and oversees retail operations across the Branch’s two charity shops, as well as staff management and volunteer coordination, alongside administrative and financial processes, ensuring that all activity is delivered in line with RSPCA branch rules, Trustee direction and relevant legislation.
The postholder will work closely with Trustees and relevant portfolio holders to support delivery across key areas of Branch activity.
This is a hands-on operational role, with a primary focus on the effective delivery of animal welfare activity, supported by administrative and financial processes, alongside oversight of retail operations through shop managers, working with a mixed team of staff and volunteers.

Location
Hybrid role, with a combination of remote working and travel across the branch area as required, including regular visits to the East Finchley and North Finchley shops.

Line Manager
Chair of the Branch, with functional reporting to the Animal Welfare Trustee (animal welfare matters) and Treasurer (financial matters).



Direct Reports
Shop Managers (East Finchley and North Finchley)
Retail Staff (via Shop Managers)
Senior Animal Welfare Officer
Animal Welfare Officer
Volunteer Coordinator (voluntary role, responsible for coordination of volunteers including TNR volunteers, drivers, admin and fundraising volunteers, and supporting foster carers)

Main Responsibilities

Leading and Managing
To deliver operational priorities set by the Trustees, ensuring that plans are implemented effectively
To line manage and support staff, including oversight of retail through Shop Managers
To ensure staff and volunteers are appropriately supported, trained and managed to deliver their roles effectively
To ensure workloads are prioritised and maintained at a sustainable level, escalating risks where required
To support recruitment, induction and development of staff to ensure sufficient operational capacity
To contribute to performance management processes including 1:1s, appraisals and training
To work in partnership with Trustees and portfolio leads to support delivery of agreed operational priorities across all areas of Branch activity
To prepare and present regular operational reports to Trustees, ensuring clear visibility of performance, risks and activity across the Branch

Animal Welfare
To oversee the delivery of animal welfare activity, from intake, triage and treatment through fostering to rehoming
To support the development and delivery of neutering and prevention activity, including TNR programmes, working with veterinary providers, partner organisations and volunteers to ensure effective, capacity-led delivery and measurable outcomes
To support timely and proportionate decision-making to ensure positive welfare outcomes for animals
To work and establish positive relationships with veterinary partners, other RSPCA branches and partner charities to maximise positive outcomes for animals and the community
To ensure accurate record keeping and monitoring of animal welfare activity, supporting the reporting of key metrics including intake, length of stay, rehoming outcomes and cost per animal

Volunteer Management
To line manage and support the Volunteer Coordinator (voluntary role)
To ensure effective recruitment, onboarding and retention of volunteers
To support recruitment and development of volunteers and foster carers in line with Branch capacity requirements
To ensure appropriate safeguarding, training, clear role boundaries and oversight across all volunteer roles
To support retention, engagement and effective utilisation of volunteers to ensure delivery of Branch activity
To support a coordinated and well-functioning volunteer structure, including support for foster carers

Retail Operations
To oversee the effective operation of the Branch’s charity shops in East Finchley and North Finchley
To line manage both Shop Managers, ensuring the effective operation of the shops through their management
To monitor performance and support income generation
To ensure appropriate Health & Safety compliance is maintained within the shops through the Shop Managers
To identify and escalate any risks, issues or opportunities relating to retail performance to Trustees as appropriate
Shop Managers are responsible for the day-to-day running of the shops

Governance, Compliance and Safeguarding
To ensure that all activities are delivered in line with RSPCA branch rules, relevant legislation, regulations and charity governance requirements
To ensure that safeguarding, GDPR, health and safety and other relevant policies are implemented and adhered to
To support the implementation and review of policies in line with Board requirements
To maintain appropriate records and identify and escalate any issues or risks to Trustees in a timely manner

Finance
To work closely with the Treasurer to support the monitoring of income and expenditure
To support day-to-day financial control processes including invoice management, income monitoring and reporting to the Treasurer
To ensure financial processes, including invoices and payments, are managed accurately and on time
To support the preparation and monitoring of budgets
To ensure accurate financial reporting to Trustees and escalate any risks or concerns
To identify and report any financial risks or irregularities in a timely manner

Income Generation, Communications and Public Relations
To support the coordination and delivery of fundraising and community engagement activity led by volunteers and Trustees
To work with the relevant Trustee and portfolio holder to ensure alignment with Branch priorities
To support community engagement and fundraising initiatives led by volunteers
To contribute to communications, including social media and public engagement
To support the development of relationships with local stakeholders and partners

Other Responsibilities
Attend monthly Trustee meetings and the AGM (meetings are typically held monthly in the evenings from 7pm to 9pm, and may be a mix of virtual and face-to-face meetings held at one of the Branch’s shops)
Prepare and deliver monthly reporting to Trustees
Attend national RSPCA meetings, events and other functions as considered appropriate by the Trustees (some of which may take place in the evenings or at weekends), contributing to the development and delivery of Branch activities
Carry out such additional or other duties of a reasonable nature as directed by the Trustees from time to time, in consultation with the post holder, to meet the needs of the Branch
The post holder will, from time to time, be required to attend training courses as determined appropriate
This job description is not exhaustive and may change according to the needs of the Branch

Additional Information
This is a hybrid role; however, the postholder is expected to travel across the Branch area as required, including for shop visits and operational activity, to deliver outcomes for the Branch in line with agreed objectives
Some evening and weekend work may be required

Person Specification
Essential
Experience of managing animal welfare operations, from intake to rehoming
Demonstrable commitment to and passion for animal welfare, with an understanding of welfare standards and outcomes
Experience of managing a mix of staff and volunteers and achieving results through line management
Strong organisational and prioritisation skills
Understanding of governance and compliance
Ability to build and maintain positive working relationships with staff, volunteers, Trustees and the community
Experience in income generation and public relations
Experience of supporting financial processes
Full, clean driving licence and ability to travel across the branch area as required
Desirable
Experience working with or reporting to a Board or Trustees
Experience working in the charity sector

Note
This job description outlines the main responsibilities of the role and may be subject to change in consultation with the post holder.
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