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	Job Description – 

	Operations Manager

	Salary:
	£32,000 - £34,000 (FTE) per annum (Actual salary £25,600 - £27,200)

	Contract:
	Fixed term until 31 March 2027 (with possibility of an extension)

	Working hours:
	28 hours per week

	Responsible to:

Location:

Annual Leave 
	Chief Executive

Home based with regular travel across Buckinghamshire
5 weeks pro rata plus bank holidays



Purpose of Role:
To ensure the smooth and effective running of all aspects of Healthwatch Bucks’ delivery.
Work with the Chief Executive to review, maintain, and update policies and procedures and ensure organisational compliance.
Maintain HR and other records in line with agreed policies and legal requirements.
Provide effective administrative support for the recruitment, onboarding, induction, training, and departure of staff, volunteers, and directors.
Oversee a professional, courteous, and empathetic signposting service for people seeking health and social care information.
Ensure that all staff, volunteers, and directors can use data, information, and record-keeping systems appropriately and comply with policies and procedures, including Data Protection, confidentiality, and GDPR.
Act as the central point of contact for volunteers, helping to facilitate positive relationships between volunteers and staff and ensuring volunteers remain engaged in the wider work of the organisation.
Deputise for the Chief Executive at agreed meetings and forums.
Key Responsibilities:
1) Ensuring the Smooth and Efficient Operation of Healthwatch Bucks
Coordinate Board meetings, including diary management and venue arrangements where required.
Support the creation, distribution, and filing of meeting papers.
Arrange meetings, training sessions, and other events.
Develop, implement, and maintain effective administrative systems and processes.
Procure stationery, equipment, and office supplies.
Provide administrative support to the Chief Executive and wider staff team.
Work with the Chief Executive to ensure policies, processes, and procedures are relevant, up to date, and regularly reviewed.
Maintain HR records, e-files, and other organisational records in accordance with legal requirements and agreed policies.
Ensure that those involved in operations can use data, information, and record-keeping systems effectively and comply with Data Protection, confidentiality, and GDPR requirements.
Administer DBS processes for staff, volunteers, and directors.
2)  Supporting the Board and Chief Executive
Provide secretariat support for the Board and its committees.
Administer Board and committee meetings, including preparation and circulation of agendas, papers, and minutes.
Update and file company information with Companies House.
Work with the Chief Executive and Chair to support the recruitment, onboarding, and induction of new Directors.
Deputise for the Chief Executive at agreed meetings and external forums.
3)  Information and Signposting
Manage the Healthwatch Bucks information mailbox, liaising with team members to ensure enquiries are answered accurately and in a timely way.
Coordinate the organisation’s signposting service.
Produce and manage monthly rotas for responding to enquiries.
Signpost members of the public to relevant services where appropriate.
Ensure a professional, courteous, and empathetic response to all enquiries.
Produce timely reports on signposting activity and enquiry trends.

4) Records and Data Management
Coordinate organisational reporting, including reports for commissioners, the Board, and the Annual Report.
Maintain distribution lists and other organisational records, including staff training records.
Record information and signposting activity within the Customer Relationship Management (CRM) system.
Update website content through the Content Management System (CMS).
Ensure records are accurate, secure, and maintained in line with organisational policies.

5) Volunteer Support
Act as the main point of contact for volunteers.
Support the recruitment, onboarding, induction, training, and ongoing engagement of volunteers.
Facilitate strong working relationships between volunteers and staff.
Ensure volunteers feel informed, supported, and involved in the work of the organisation.
6) General Administration and Team Support
Support one-off administrative tasks, including mailings, webinars, and other ad hoc duties.
Work with the Chief Executive to coordinate and support the Annual Report launch.
Support team members as needed to deliver organisational outcomes.
Carry out other duties that may reasonably be required.
The Person
Skills and Experience
Experience of administration and an understanding of its importance within an organisation.
Experience of working with volunteers.
Confidence in speaking with and emailing members of the public, including responding to enquiries that may require follow-up.
Good working knowledge of Microsoft Word and Outlook, with some experience of Excel and other online systems.
Ability to take ownership of key administrative processes.
Ability to work collaboratively as part of a team and support others in delivering organisational aims.
Understanding of the importance of maintaining strict confidentiality at all times.
Understanding of data protection, confidentiality, and GDPR requirements.
Experience of working with volunteers.


Motivation
A strong belief in the need to improve health and social care services for local people.
A desire to work as part of a small team focused on making a difference.
An interest in improving administrative and reporting processes to make them efficient and user-friendly.

Fit
You feel comfortable working in a small, active team
You are self-motivated and able to work with minimal supervision
You are, helpful and positive in your approach
You are happy to learn and develop as part of your role
You are willing and able to travel to various locations across the county as required
You are entitled to work in the UK and are on occasion (with prior notice) able to flex your working hours
Understanding of Buckinghamshire and its communities.


This job description is not intended to be an exhaustive list but to indicate the main responsibilities of the post.  The post holder will also be expected to carry out other activities that may reasonably be requested.  It will be reviewed periodically to take into account changes and developments in service requirements.
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