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Job title: Operations Manager				Reporting to: Board of Trustees

Summary/ scope of job:
Accountable to the Board of Trustees, the Operations Manager is accountable for the day to day running of all activities in relation to the operation of Ignite Life.

Main duties:
The following is illustrative of the general nature and level of responsibility of the role.The Operations Manager may sometimes be required to undertake other duties in support of the work of Ignite-Life.
· Operatioal leadership of the charity, ensuring day to day systems and practices are in good order and operating efficiently and effectively
· Support the Board of Trustees to set annual goals for Ignite Life 
· Being the Designated Safeguard Lead for all of Ignite Life’s services.
· In partnership with the Fundraising Manager, ensure a consistent fundraising strategy for the charity is in place, including developing new partnerships and funding streams.
· Taking overall responsibility for the charity’s Health and Safety, and GDPR.
· Have oversight of charity’s financial position, including budgeting and updating managed accounts.
· Leadership of core team of staff and volunteers (around 39 – 5 contracted counsellors and 1 clinical supervisor, 1 full-time employed staff member, 13 volunteers, 14-20 contracted youth mentors).
· Regular and effective reporting to the Trustees.
· Managing annual reporting with the Charity Commission.

General:
· Act as safeguarding lead for all activities relating to Ignite Life, escalating potential issues through correct channels
· Ensure diversity is monitored and embed fair & transparent equality & diversity practices throughout the charity.
· In partnership with the Fundraising Manager, the Clinical Counselling Supervisor and the Mentor Manager, measure and monitor impact of each service; making sure data is collected, stored and analysed for the annual Impact Report
· Support the Fundraising Manager with Social Media management.
· In partnership with the Bookkeeper, manage financial accounts, payments and expenses

Fundraising: 
· Support the Fundraising Manager to ensure the following 
1. Effective research of new funding opportunities for each service and core costs
2. Timely bid writing and end of grant reports 
3. Creating partnerships with local authorities and schools to secure additional funding 
4. Data gathering for the annual Impact Report

Staff:
· Responsible for all staff onboarding, appraisals, safe work environments, payroll.

Governance:
· Support the Board of Trustees to ensure legal compliance and charity governance is adhered to or all.
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