
 

Job Descrip,on  

Post:  Opera&ons Manager, Made in Hackney (MIH) 
Hours:  4 - 5 days a week 
Contract: Permanent 
Loca/on:  Hybrid: partly home-based and partly at Liberty Hall, London E5 9AA 
Salary: £36,050 per annum (full-&me) or £28,840 per annum (part-&me, 4 days) 
Holiday:  Up to 25 days per year full-&me (or 20 days part-&me, 4 days) plus bank holidays 
Pension:  4% Employer contribu&on 

SUMMARY 

Made in Hackney started life in 2012 as a community cookery school working across London 
with the mission of tackling the climate crisis, health inequali&es and bringing communi&es 
together using the power of plants. We provide diverse culinary educa&on, inspira&on and 
support networks needed to ensure no one is leU behind in the transi&on to a plant-centred, 
planet-friendly diet. 

When you join Made In Hackney – you become part of a pivotal movement where a new type of 
food culture is being formed with care, compassion and jus&ce at its core. 

We are seeking a highly mo&vated and strategically minded individual to become our 
Opera&ons Manager. You will have experience of working in a senior role in the areas of 
opera&ons, HR and governance. You will help the charity comply with health and safety 
requirements, safeguarding best prac&ce and data protec&on and lead in developing 
organisa&onal policies.  

You will have a passion and flair for improving opera&onal processes and efficiency, 
administering CRMs, and monitoring and evalua&on to ensure we operate in the most effec&ve 
way. You will not shy away from problem solving opera&onal challenges and thrive in suppor&ng 
the core team (of 10 staff) to ensure the smooth running and ongoing development of the 
organisa&on. We appreciate you may not have all the experience outlined in each category 
below but if you excel in a few key areas please s:ll apply. 

The experience of working for Made in Hackney is varied, unique and rewarding. There is plenty 
of room for the successful candidate to be crea&ve and bring new ideas for developing  services. 



Responsibili,es include: 

HR & Training  

• Lead the organisa&on’s HR func&on, keeping abreast of latest guidance in employment 
law and HR legisla&on and act as the lead liaison with Croner external HR support; 

• Ensure employment prac&ce is legally compliant and fair (including management of 
recruitment, selec&on and onboarding, flexible working, diversity & equal opportunity, 
disciplinary/grievance, termina&on), with a focus on being a fully inclusive employer; 

• Oversee monthly staff salary payment and coordinate with external payroll provider;  
• Oversee arrangement and monitoring of staff training and lead on implemen&ng staff 

wellbeing ini&a&ves eg. socials, team building days etc; 
• Coordinate regular team mee&ngs and arrange mee&ng venues where necessary, to 

ensure effec&ve communica&on and mutual support. 
• Oversee any organisa&onal structure reviews and ensuring a system is in place for staff 

to receive regular and mo&va&onal feedback, and feel supported and able to perform 
their role; 

• Review, update and create risk assessments and organisa&onal policies on a regular basis 
to incorporate latest government guidance and legisla&on (eg. Health & Safety, 
Safeguarding) and ensuring they are reviewed by the Board on a regular basis; 

• Lead on organisa&on’s DBS process, suppor&ng core team to keep an overview of 
outstanding DBS checks needed in their project teams; 

• Act as MIH’s Safeguarding Lead – conduc&ng regular reviews of safeguarding policy and 
procedures, overseeing safeguarding training for staff and volunteers and comple&ng 
regular refresher training to comply with best prac&ce; 

• Data Protec&on Lead - ensuring Data Protec&on Policy is updated and adhered to by 
everyone in the organisa&on, regularly upda&ng and responding to any data breaches; 

Salesforce Admin 

To be the main point of contact for technical support and training needs for core users, and to 
develop the Salesforce plagorm to improve organisa&onal efficiency, rela&onship management 
and income genera&on. Intensive training will be provided to support this role. 

• Act as the system administrator and manage admin func&ons including assigning new 
users, crea&ng reports, dashboards, surveys and applica&on forms etc; 

• Onboard and train new users, and grow level of exper&se among the core team; 
• Implement custom features when new work streams/programmes are set up and as 

organisa&onal needs grow; 
• Oversee support partnership with external technical support and training provider. 
• Support the Fundraising Manager and Community Programmes Manager with the 

crea&on of reports and dashboards in salesforce to present programme outcomes for 
funder and trustee reports and the MIH Annual Report; 

• App Integra&on – use apps such as Mailchimp and 123 Form Builder (survey soUware) 
and integrate with Salesforce 



Governance and Strategy 

• Par&cipate in team mee&ngs and contribute to Leadership Team mee&ngs where 
appropriate. 

• Contribute to strategic discussions on the future path of the organisa&on. 
• Lead support to Board of Trustees assis&ng Chair with trustee mee&ng, keeping Charity 

Commission website updated, and assis&ng with trustee recruitment, induc&on and 
training, and board reviews etc; 

• Act as the lead staff team representa&ve on Resource & Remunera&on board sub-
commiiee 

Venue Management  

MIH has a part &me Venue Manager who is responsible for the general upkeep and 
maintenance of the ‘Liberty Hall’ kitchen venue. The Opera&ons Manager will oversee them and 
support on key areas of venue management in the following ways: 

• Manage rela&onship with venue partner ‘Clapton Commons’ to ensure key services of 
venue are running smoothly and represent MIH in oversight commiiee mee&ngs;  

• Ensure venue and office equipment is safe to use and repaired/replaced/PAT tested in a 
&mely manner; 

• Ensure venue meets latest Health & Safety requirements, Fire Safety Standards and is 
fully accessible; 

• Support acquisi&on of new kitchen equipment when required, such as ovens, hobs etc 
either from a donated source or purchased from a supplier; 

Finance 

• Organise quarterly budget mee&ngs between core delivery team and Finance Manager 
to go through budget and expenditure;  

• Ensure finance team understands the requirements and deadlines of board mee&ngs 
and provide reminders to them for preparing the required financial repor&ng. 

PERSON SPECIFICATION 

• Experience in a similar Opera&ons role; 
• Experience in HR Policies and Procedures; 
• Confident and tech savvy in using and training others in a CRM system; 
• Confident with numbers and financial planning; 
• Experience of managing mul&ple and simultaneous programme areas; 
• Ability to take ini&a&ve, problem solve, and think crea&vely;  
• Experience in delivering training (either one to one and/or in a group); 
• Capacity to mo&vate others; 
• Strong communica&on and interpersonal skills and the ability to deal with, and have 

empathy for, a diverse range of people; 
• Enthusiasm, energy and a posi&ve amtude;  



BENEFITS 

• Flexible working arrangement with allowance for working from home  
• Training provided in Salesforce, Safeguarding Adults and Children, Emergency First Aid, 

Food Safety and An& Racism 
• Employee Assistance Programme (EAP) which includes counselling and physio 
• Staff Wellbeing and social ac&vi&es throughout the year  
• Focus &me working – the opportunity to work flexibly over the Christmas and summer 

period – See Annual Leave Policy for full details 
• Pension Scheme 
• Staff discount of 15% in Food For All Shop;	

EQUALITY OF OPPORTUNITY 
We have a strong commitment to promo&ng an&-racism, diversity, equality and equal 
opportuni&es. We welcome applica&ons from underrepresented groups, whether these be of 
ethnicity, gender, iden&ty, religion, physical ability, sexual orienta&on or other. 

HOW TO APPLY 
The deadline for the receipt of applica&ons is 5pm on Friday 19th April 2024 though we 
encourage you to apply as soon as possible as we will be scheduling interviews as we get 
applica&ons and reserve the right to close the job early. 

To apply, send a CV outlining your career history and relevant experience for the role and a 
cover leier outlining what has airacted you to apply for the role of Opera&ons Manager at 
Made In Hackney and what makes you the right candidate for the role. 
 
Please send your applica&on to: rashmi@madeinhackney.org  

Interviews: XXXXXXXX 
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