
 

 

 

Teams Manager Job Description 

Reporting to: Chief Executive Officer 

 

 

The importance of each of our staff roles 

Staff costs are our biggest expense, and every staff role must contribute effectively to achieving Hope 

Nottingham’s vision, mission and values. Our competency framework supports this by giving clarity 

about expectations, behaviours and accountability. 

 

GENERAL AIMS OF HOPE NOTTINGHAM: 

Hope Nottingham’s vision is to inspire and grow communities of HOPE in Nottingham. Our mission is to 

develop communities where poverty of resources, relationships and spirit are met by local people. 

Through our G.R.A.C.E model, we enable people, churches, partners, staff and volunteers to give, 

provide relief and advice, build community, empower others and strengthen an organisation rooted in 

Christian faith, compassion, trust, belonging, working together and positive change. 

 

PURPOSE OF ROLE: 

The Teams Manager enables a happy, motivated and high-performing staff and volunteer team by 

providing consistent, faith- and values-led support. The postholder line manages agreed staff and activity 

leaders, strengthens volunteering, and ensures food bank, hub and community activities are well 

planned, safe, welcoming, resourced and aligned with Hope Nottingham’s mission, values, Theory of 

Change and staff-team strategy. 

 

Occupational requirement: This post has a genuine occupational requirement under the Equality Act 

2010, Schedule 9, for the postholder to be a practising Christian. This is because the role supports 

Christian ethos, chaplaincy, prayer, faith-based activities and Christian distinctiveness across staff and 

volunteer teams. Hope Nottingham welcomes and serves people of all faiths and none and is committed 

to equality, diversity and inclusion. 
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KEY ACTIVITIES, OUTPUTS AND OUTCOMES: 

Activity What this role delivers  
Outputs (What)   

How this fits with 
our Theory of 
Change  
Outcomes (Why)  

Team 
leadership and 
organisational 
support 
 
Supports 
effective 
delivery 
through well-
managed staff 
and volunteer 
teams 
 

• Act as an ambassador for Hope Nottingham’s vision, mission, 
G.R.A.C.E model and Christian values. 

• Promote a compassionate, accountable and collaborative staff 

and volunteer culture 

• Model the behaviour pillars of being personally accountable, 

building and supporting community, working well and enabling 

others, and making a difference. 

• Support Senior Leadership Team to implement delegated plans 

and service improvements 

• Ensure teams remain focused on the right priorities, removing 

obstacles and testing whether changes simplify work and 

improve quality. 

• Help teams understand how their work contributes to Hope 
Nottingham’s Theory of Change. 

• Use learning from staff, volunteers and guests, together with 

agreed monitoring information, to improve delivery, support, 

training, systems and impact reporting. 

 

 
Staff and 
volunteers 
understand their 
contribution to 
Hope Nottingham’s 
vision, mission, 
values and Theory 
of Change, and 
work together with 
clarity and 
accountability. 
 

Service delivery 
focus 
Supports staff 
and volunteer 
teams to deliver 
safe, welcoming 
and effective 
services 

• Provide routine oversight and support across food banks, 
community hubs including but not limited to youth café and 
community meals. 

• Ensure activities are planned, staffed, welcoming, safe, 
inclusive and delivered to agreed standards. 

• Support activity leaders to keep records and collect 
attendance, feedback, case studies and impact information. 

• Work with the Support Manager on safeguarding, health and 
safety, service quality and Christian distinctiveness. 

• Help teams use signposting resources and connect guests to 
advice, practical support, community connection and faith-
based support where requested. 

• Promote Hope Nottingham’s language of welcome, including 
seeing people as guests. 

• Act as activity lead or staff contact for agreed volunteer led 
foodbank, hub or community activity teams where required  

To address poverty 
of resources, 
relationships and 
spirit 

Line 
management 
and support 
focus 
Provides routine 
line 
management 
and support for 
agreed staff 

For agreed staff (approx. 6-8 dependent on funding and projects) 
• Line manage agreed staff through regular 1:1s, clear 

objectives, agreed core competencies, task tracking, support 

and accountability. 

• Implement agreed staff support, training and wellbeing 
approaches. 

• Ensure induction, probation, supervision, annual review, 

training and development plans are completed and recorded, 

Ensures staff are 
appropriately 
supported, 
equipped and 
managed to deliver 
Hope Nottingham’s 
Theory of Change, 
while maintaining 
staff wellbeing, 
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using reflective practice to identify learning, strengths and 

improvement priorities. 

• Monitor leave, sickness, workload, wellbeing and performance 

indicators, identifying and addressing concerns promptly 

before they affect the individual, team or service. 

• Address straightforward day-to-day performance, workload 
and conduct concerns. 

• Escalate wellbeing, performance, conduct, capability, 
safeguarding or faith-related concerns where needed. 

• Keep people-management records accurate, timely and GDPR 
compliant. 

• Build supportive relationships while maintaining boundaries, 
accountability and consistency. 

 

safeguarding and 
legal compliance. 

Volunteering 
focus 
Enables 
volunteers and 
volunteer 
leaders to 
flourish 

• Recruit, train, support and develop volunteer leaders to feel 

valued, equipped and confident in community-led roles, 

progressively increasing their ability to lead without 

unnecessary staff dependency. 

• Oversee and support staff to deliver bi-annual volunteer team 
meetings for each activity and network wide celebrations 

• Input into and implement volunteering procedures with 
support of staff and office volunteers, including recruitment, 
induction, training, support, review and celebration. 

• Manage and coordinate the volunteer review process, 
ensuring volunteer reviews are planned, completed, recorded 
and followed up, with learning used to improve volunteer 
support, training, wellbeing and service delivery 

• Provide proportionate support to volunteer-led activities, 

prioritising in-person guidance for teams that need it while 

maintaining appropriate relationships and support for 

established, self-sufficient teams. 

• Monitor volunteer support and wellbeing needs through 
regular contact with volunteer leaders and teams, escalating 
concerns where required. 

• Oversee corporate and group volunteering where it supports 
service delivery, premises, food stocks or community 
engagement.  

Volunteer-led 

teams are 

supported, 

equipped and 

valued so local 

people can give 

their time and skills 

safely, confidently 

and meaningfully. 
 

Faith, values 
and Christian 
ethos 

• Model and promote Hope Nottingham’s objective to advance 
the Christian faith, our Christian ethos and values. 

• Support staff and volunteers to understand how Christian 
ethos is shared through welcome, care, prayer, chaplaincy, 
hospitality, service and community development. 

• Provide appropriate Christian support and judgement where 
the role supports posts involved in chaplaincy, prayer, faith-
based activities or Christian distinctiveness. 

• Ensure guests, volunteers and staff of all faiths and none are 
welcomed, respected and supported in line with Hope 
Nottingham’s Equality, Diversity and Inclusion commitments. 

• Escalate theological, chaplaincy, or complex faith-related 
matters to the Christian Focus Group and attend as required.  

 
Christian ethos and 
values are clearly 
modelled through 
welcome, prayer, 
compassion, 
chaplaincy, service 
and community 
development, 
while maintaining 
an inclusive 
welcome for all 
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Safeguarding 
Coordinator 

• Act as a Safeguarding Coordinator, reporting to the Lead 
Safeguarding Coordinator in line with Hope Nottingham policy 
and Thirtyone:eight/Trussell training. 

• Provide routine on-site oversight for volunteer led Youth Café. 
• Receive, record and respond to safeguarding concerns 

appropriately, consulting the Lead Safeguarding Coordinator 
and Thirtyone:eight where required. 

• Promote a culture where safeguarding is understood as 
everyone’s responsibility and concerns are reported promptly. 

• Escalate concerns, incidents, safeguarding, conduct, capability 
or faith-related matters promptly. 

 

 

General responsibilities for all staff roles 
 

Team working 
 

• In addition to Code of Conduct and policies on relationship 
boundaries, foster positive relationships with guests, staff, 
visitors, volunteers, and donors.   

• Act at all times in a professional manner, respecting the needs, 
roles and responsibilities of colleagues  

 

Maintains a 
harmonious team 
working 
environment 

Safeguarding • Share in the work of Safeguarding and support volunteers to 
integrate effective safeguarding practice into their roles;  

• Consult with the Safeguarding Leads in line with Hope 
Nottingham’s safeguarding policy and procedures.  

Legal compliance 
and duty to ensure 
community is 
safeguarded from 
harm. 

Volunteering • Support with volunteer recruitment, induction, training and 
review processes (and their administration) as required. 

• Report and act on volunteer conduct or wellbeing concerns in 
line with Hope Nottingham procedures, escalating to the 
appropriate manager or safeguarding lead where required 

 

Volunteers are 
empowered, 
equipped and 
supported to help 
local people safely, 
confidently and in 
line with Hope 
Nottingham’s 
mission and values. 

Policies and 
Procedures 

• Adhere to Hope Nottingham’s policies and procedures including 
(but not limited to) Health & Safety, Incident reporting and 
GDPR 

• Support teams and activities to comply with Hope Nottingham 
policies, including Health & Safety, incident reporting, GDPR and 
risk assessment requirements 

• Use IT resources appropriately  
 

Ensures a safe, 
legally compliant 
and well-run 
organisation. 

Marketing & 
Fundraising 

• Support communications and activities that promote Hope 
Nottingham’s vision, mission, values, achievements and 
fundraising needs. 

• Provide stories, updates, volunteer feedback and impact 
evidence to support communications, fundraising and reporting. 

 

Demonstrates 
values of working 
together and 
ensures long-term 
sustainability  

Other tasks (all 
staff roles) 
 

• Support other activities where needed, particularly during staff 
absence or periods of operational pressure, while maintaining 
agreed priorities and accountability for the postholder’s core 
responsibilities. 

As above 
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• Any other duties as deemed appropriate to the role or running 
of the organisation. 

 

Training and 
Personal 
Development  
 

• Ensure own reviews and monthly catch ups are completed in a 
timely and professional manner (prompt manager if needed) 

• Identify personal, staff and volunteer training needs and take 
appropriate action  

• Ensure completion of mandatory training, development 
programs, training courses as deemed necessary to the role 
(both you and your staff and volunteers) 

• Promote and deliver opportunities for staff and volunteer skills 
development 

In line with 
behaviour pillar of 
‘Managing 
Yourself’ and 
ensures whole 
team are suitably 
trained, and 
ensures legal 
compliance 

Flexibility 
 

• Days and times may vary according to operational need. You 
may be required to work flexibly to cover for the absences of 
colleagues and for other operational reasons.  

• Attend meetings / training / other sites as required. 
 

Supports running 
of the organisation 

 

 

JOB DESCRIPTIONS 

• Hope Nottingham aims to continually improve its services, which may mean modification of 
structures and therefore job descriptions will prove necessary 

• You will be expected to co-operate with changes which we may need to introduce, however you 
will be fully consulted about any proposals that prove fundamental to your role. 
 

This job description is not exhaustive. It outlines the main tasks and expectations of the role and will be 

reviewed at least annually through Hope Nottingham’s review process. It may be adapted to meet the 

changing needs of the organisation following appropriate consultation. All job descriptions are non-

contractual. 

 

PERSON SPECIFICATION: Teams Manager 

 

Criteria ESSENTIAL  DESIRABLE 

Education • Relevant qualification or equivalent 
experience in team management, 
volunteering, community work, HR, learning 
and development or charity operations. 

• Specialist knowledge of 
community work, chaplaincy, 
charity management, HR, learning 
and development or volunteering 
acquired through formal training. 

• Food Safety level 2 
• Youth work  
• Safeguarding 

Proven ability 
- experience 

• Managing, supervising or coordinating staff. 
• Supporting service delivery in a charity, 

community, church, food support, advice or 
social action setting. 

• Setting objectives, holding 1:1s, supporting 
induction, and addressing early 
performance or wellbeing concerns. 

• Recruiting, inducting, supporting and 
developing volunteers or volunteer leaders. 

• Experience supporting or 
reporting to senior staff or 
trustees. 

• Understanding of issues affecting 
people experiencing financial 
hardship, food insecurity, social 
isolation, crisis or community-based 
support. 

• Experience measuring and 
monitoring impact. 
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• Supporting multiple activities, projects or 
locations with clear procedures, standards 
and records. 

• Working within standard operating 
guidelines, safeguarding, health and safety, 
GDPR and compliance frameworks.  

• Experience of working in or closely 
with a Christian organisation, 
church or faith-based community 
setting. 

• Experience as a Safeguarding 
Coordinator 

Proven ability 
– skills and 
attributes 

• Able to build supportive, accountable and 
professional relationships. 

• Strong organisational skills across people, 
activities and locations. 

• Confident and skilled communicator – 
verbally and in writing - able to give direction 
encouragement and constructive challenge. 

• Able to apply policies fairly, consistently and 
compassionately. 

• Committed to Equality, Diversity and 
Inclusion and welcoming people of all faiths 
and none. 

• Good IT and record keeping skills. 
• Able to contribute to training, volunteer 

resources, team communication and impact 
evidence  

• Experience creating or delivering 
training resources. 

• Able to risk assess effectively. 
• Experience supporting 

communications, volunteer 
engagement, impact stories or 
partner liaison. 

Managerial 
and 
Supervisory 
Responsibility  

• Can line manage agreed staff and support 
multiple volunteer-led teams. 

• Can support safe, consistent and high-quality 
service delivery. 

• Can address straightforward workload, 
attendance, performance and conduct 
matters, escalating formal or complex issues. 

• Can work with specialist leads on 
safeguarding, health and safety, service 
quality, HR and Christian distinctiveness. 

• Able to motivate, support and retain paid 
and voluntary team members.  

• Practical experience applying 

HR good practice, including 

ACAS or NCVO guidance. 

Accountability • Accountable for delegated team support, 
volunteer coordination and service delivery 
within agreed authority. 

• Represents Hope Nottingham positively with 
guests, volunteers, churches, partners and 
local contacts. 

• Works collaboratively, transparently and 
within agreed escalation routes. 

• Understands confidentiality, GDPR-compliant 
records and appropriate use of resources.  

• Understands safeguarding 
responsibilities (works with 
Safeguarding Lead rather than 
holding sole safeguarding 
responsibility.) 

Independence 
of action 

• Works proactively within agreed objectives, 
policies and delegated authority. 

• Uses initiative and judgement in day-to-day 
team support and service delivery. 

• Seeks guidance from the CEO, Support 
Manager or staff specialists where required. 

 

Complexity • Able to manage a varied workload across 
staff support, volunteering and activities. 

• Uses initiative to support day-to-day delivery 
across foodbank and hub and activities. 

• Handles sensitive conversations 
appropriately and escalates concerns where 
needed. 

• Extensive understanding of staff 
and volunteer management 
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• Good safeguarding awareness and ability to 
follow procedures.  

Relationships • Builds approachable, supportive and 
accountable relationships with staff and 
volunteers. 

• Liaises confidently with churches, partners, 
community organisations and agencies 
where needed. 

• Works positively across volunteer, admin, 
facilities, finance, foodbank, safeguarding 
and support functions. 

• Friendly, professional and self-assured with 
volunteers, guests and colleagues.  

• Experience working with local 
councils and other agencies 

• Experience working with local 
churches 

Direction • Works proactively with agreed support, 
supervision and objectives. 

• Reports progress, risks and support needs to  
the CEO or specialist lead where required. 

 

Pressure of 
work 

• Works well under moderate pressure and 
maintains quality standards. 

• Manages peaks in demand or limited 
resources calmly and effectively. 

• Can respond appropriately to incidents or 
concerns, following procedures and 
escalating where appropriate.  

 

Working 
environment 

• Able to work flexibly across Hope 
Nottingham sites, community settings, 
public-facing spaces and home where 
required.  

 

Values • Maintains high levels of personal integrity. 
• Committed to Hope Nottingham’s vision, 

mission, G.R.A.C.E model and values. 
• Practising Christian able to uphold Hope 

Nottingham’s Christian ethos and objective 
to advance the Christian faith. 

• Models compassion, working together, trust, 
belonging and positive change.  

 

Other • Able to work flexibly by agreement, including 
occasional evenings, weekends, staff 
meetings or retreat days. 

• Enhanced DBS check required to support 
Youth Activities as required. 

• Full driving license and access to a vehicle for 
travel across network 

• Can occasionally work overtime if 
required (part-time roles only) 

• Willingness to travel to other sites if 
required 

 


