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Job Description

Title:					Operations Manager
Responsible to:			Chief Executive
Location:	                                        Welwyn Garden City with travel around Hertfordshire                          
Hours / salary: 			30 hours / week. Full Time Equivalent Salary £35,000 p.a.
Pension: 	Viewpoint offers a defined contribution pension scheme. Contribution levels are based on Total Gross Salary - Employer 5%, Employee 3%. Participation in the scheme will commence after an initial 3 month waiting period.
Annual leave: 	25 days per year plus 8 bank holidays. Holiday entitlement will start to accrue after a satisfactory six month probationary 
period.
Other benefits: 			Training, Development and Supervision 
Length of contract: 		Subject to funding
About Viewpoint
Viewpoint develops innovative ways that support people with a lived experience of mental health issues and / or addiction challenges within Hertfordshire. We work with over 800 experts by experience and put them at the centre of everything we do. We support people to be independent, have their say on the quality of services that they experienced and influence change to those services.
Our support is flexible and needs-led and is delivered through outreach groups, one to one interaction or remotely from staff or members who have a lived experience of mental illness and / or addiction facilitate our programmes. 
We offer educational sessions that enhance wellbeing and equip individuals with the skills and self-belief to aid their recovery journey.
Purpose of the post:
· To support the chief executive to ensure that Viewpoint implements its agreed strategy within budget and operates as a model of best practice for user involvement.
· To manage and supervise staff employed by Viewpoint.
· To promote Viewpoint with both statutory and Voluntary Community Faith Social Enterprise (VCFSE) at a county level.


Principal Responsibilities:

Management 
· To provide operational management and leadership to achieve the aims and objectives of the Viewpoint strategy.
· To ensure that appropriate policies and procedures are adhered to, developed and updated in compliance with relevant legislation. 
· 
· To attend contract reviews and provide such monitoring information as required by the service contract.
· To develop and maintain good working relationships with all relevant statutory, independent, and voluntary agencies.
· To raise and promote the work of Viewpoint across the county and all relevant bodies.

Staff
· Provide effective line management to all Viewpoint staff in accordance with agreed policies

Financial
· To participate in the preparation and production of the Viewpoint Annual Report and Business Plan.
· To ensure proper use of resources and work within agreed budgets.


Fund-raising
· To contribute to the development of fund-raising activities to ensure the continuation and development of Viewpoint.

Representation
· To negotiate appropriate user representation with service commissioners and providers.
· To support user representation on County-wide forums.

General
· To ensure relevant recording, monitoring and evaluation of project work is routinely carried out and in compliance with relevant legislation and the requirements of the service contract.
· Maintain awareness of national and local initiatives and best practice regarding user involvement.
· Undertake other duties, consistent with the level of the post, as required from time to time by the Chief Executive and Executive Committee.


Service Development and Delivery 
· Maintain up-to-date knowledge of legislation, national and local policies and issues in relation to mental health and wellbeing. 
· Comply with all relevant Viewpoint policies, procedures and guidelines, including those relating to Equal Opportunities, Health and Safety and Confidentiality of Information, and to be aware of any changes in these. 
· Be aware of, teach others and challenge issues in relation to stigma, low expectations and anti-discriminatory practice as appropriate.
· Complete entries in the appropriate records and performance database.

Learning and Development 
· Participate in mandatory training and development activities


	
	
	How tested
	Essential
	Desirable

	Qualifications 
	· Educated to degree level or equivalent in a relevant subject.
· Vocational qualification (NVQ 5 and above) in a health or social care subject.	
	A/I
	
	x

x

	Experience
	· Own personal lived experience of recovery from mental health challenges. 
· At least two years’ experience of project management and line management of staff.
· At least two years’ experience of working in a mental health, drug & Alcohol or support based setting, or similar, gained within the last five years.
· At least two years’ experience of working with statutory and/or voluntary sector agencies.
· Proven experience of managing budgets
· Experience working with diverse communities.
· Experience in dealing with difficult situations and using creative skills to problem solve.
· Willing to positively share your own life experiences, and personal experience of mental ill health challenges with people and carers using the service.
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	Skills and Knowledge
	· Able to demonstrate and understanding of Recovery.
· Good organisational skills, ability to prioritise and manage own workload.
· Good leadership skills
· Excellent interpersonal and presentation skills.	
· Good report-writing skills..
· Ability to represent the views of service users at all levels. 
· Ability to work in partnership and build relationships with other VCFSE agencies and statutory organisations.
· Computer literate, competent in the use of Word. 
· Competent in the use of Access, Excel, PowerPoint, and Publisher. 
· Proven ability to work as part of a team.
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	Knowledge, Understanding, Commitment To 
	· User involvement and coproduction in mental health and/or self-help.
· Equal Opportunities.
· Knowledge of the national, regional and local agenda and priorities for mental health services.
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	Personal Qualities 
	· Ability to travel between locations using own or public transport (if and when necessary). 
· Honesty, integrity, and resilience.
· Willing to work flexible hours, including occasional evenings and weekends.
· Experience of using mental health services or caring for someone who has used services.	
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