Job Description

	Job Title:
	Operations Manager

	Reporting To:
	Director

	Location:
	Leicester South Foodbank RDC, Wigston

	Hours:
	37 hours per week



Job Purpose
To lead the operational management and strategic coordination of Leicester South Foodbank, ensuring the effective, compliant and sustainable delivery of services across all sites.
Working in partnership with the Director, the role provides organisational leadership across operations, people, systems, finance, and partnerships, supporting the development and long-term sustainability of the foodbank.
Key Responsibilities
1. Operational Leadership
Overall accountability for the effective and efficient delivery of foodbank operations across all functions.
2. Leadership & People Management
Support, coordinate and develop the management team, staff and volunteer structures.
3. Strategic Development & Governance
Contribute to organisational strategy, planning and governance processes.
4. Warehouse & Supply Chain Oversight
Oversee stock management, supply coordination and RDC operations.
5. Systems, Data & Performance Reporting
Ensure effective use of systems, data accuracy and performance reporting.
6. Financial Management & Reporting
Maintain financial controls, reporting processes and audit compliance.
7. Stakeholder & Communications Management
Act as a key point of contact for centre managers, partners, agencies and public enquiries.
8. Compliance, Risk & Quality Assurance
Ensure compliance with Trussell standards, legal requirements and organisational policies.


Key Tasks
Operational Leadership
· Oversee the day-to-day operation of Leicester South Foodbank, ensuring effective service delivery 
· Support centre managers in resolving issues and maintaining standards
· Monitor performance across centres, hubs and warehouse functions
· Respond to all operational needs, incidents or risks
Leadership & People Management
· Support the training, development and wellbeing of staff and management team 
· Provide leadership and direction across the warehouse, hub and foodbank teams 
· Foster a collaborative and high-performing team culture
· Support line managers in managing volunteers and staff
Strategic Development & Governance
· Support the Director in the ongoing development of the foodbank including involvement in fundraising strategy and initiatives
· Organise and contribute to management meetings, including reporting and agenda setting 
· Plan resources, partnerships and service development effectively
· Produce reports for trustees and senior stakeholders 
Warehouse & Supply Chain Oversight
· Work closely with the warehouse team to ensure operational efficiency  
· Monitor stock levels and coordinate donation appeals or purchasing as required 
· Ensure effective supply and distribution across the foodbank network
· Oversee stock audit processes and annual stock take 
Systems, Data & Performance Reporting
· Maintain oversight of operational data systems and key performance indicators 
· Support staff and volunteers to ensure accurate data entry and usage 
· Extract and analyse data to inform reporting and decision-making 
Financial Management & Reporting
· Ensure compliance with financial policies, procedures and budgets
· Oversee purchase ordering processes and audit trails 
· Undertake monthly financial reconciliation processes and reporting
· Input and maintain  accurate income and expenditure records using accounting software
· Liaise with management team to identify resourcing needs
Stakeholder & Communications Management
· Ensure clear and consistent communication across the whole organisation
· Act as a key point of contact for enquiries via phone and email 
· Support communication with referral agencies and partners 
· Prepare and distribute newsletters and communications to stakeholders 
· Represent the organisation where required, including at external events
Compliance, Risk & Quality Assurance
· Ensure compliance with Trussell requirements 
· Demonstrate compliance with health & safety legislation, legal requirements and internal policies and risk management processes 
· Oversee annual quality assurance processes and reviews 
· Escalate risks, complaints or reputational issues appropriately 
General Duties
· Deputise for the Director as required 
· Attend relevant training and development
· Drive foodbank vehicles where required
· Undertake additional duties in line with the evolving needs of the organisation


Person Specification
	Qualifications

	Essential

	· GCSE (or equivalent) in English and Maths

	
	Desirable

	· Qualification in management, business administration, or a related field 
· Health & Safety or Safeguarding qualification 
· Financial or governance-related training

	Skills

	Essential

	· Strong operational management and coordination skills 
· Leadership and people management capability 
· Ability to manage multiple priorities across a complex organisation 
· Strong financial and data management skills 
· Excellent communication and stakeholder engagement skills 
· Analytical and reporting capability 
· Problem-solving and decision-making skills

	
	Desirable

	· Experience in charity, community or social sector operations 
· Experience working with governance structures (e.g. trustees) 
· Experience managing multi-site or multi-function operations

	Personal Attributes
	Essential
	· Strategic and proactive mindset 
· High level of accountability and integrity 
· Ability to work under pressure and manage competing demands 
· Strong collaborative and relationship-building approach 
· Attention to detail and commitment to quality 
· Commitment to equality, diversity and inclusion 
· Alignment with organisational values and mission







Key Competencies
Operational Leadership: Managing a complex, multi-site service effectively 
Strategic Thinking & Planning: Contributing to long-term organisational development 
Leadership & Influence: Supporting and coordinating teams across functions 
Financial & Data Literacy: Overseeing financial processes and performance data 
Decision-Making & Problem Solving: Managing risk and responding to challenges 
Communication & Stakeholder Engagement: Building relationships with diverse audiences 
Compliance & Governance: Ensuring safe, compliant and accountable operations

