
	[bookmark: _heading=h.zc6s0v6gpdoi]JOB    TITLE: 
	

Volunteer Central Operations Director




	ROLE:
	               Central Operations Director



	HOURS PER WEEK:
	15-20 (Flexible)
	LOCATION
	Fully Remote (UK-Based Preferred), with Occasional Online Meetings

	REPORTING TO:
	Executive Chief of Staff (Founder’s Office)

	
About us:

Tell My Truth and Shame the Devil C.I.C. is a survivor-led community interest company dedicated to exposing the hidden impact of childhood trauma, abuse, neglect, broken homes, addiction, mental health struggles, and family dysfunction within Black communities and beyond.
Through podcasts, survivor stories, education, events, research, coaching, advocacy, and community support, we aim to help individuals heal, break destructive cycles, and build stronger families and communities.
As we scale nationally and internationally, we are seeking a highly organized and mission-driven Volunteer Central Operations Director to create structure, accountability, and operational excellence across all volunteer departments.

Job Purpose:
The Volunteer Central Operations Director will act as the operational backbone of the organisation. 
Their primary responsibility is to ensure that all departments, projects, and volunteer teams are functioning efficiently, meeting deadlines, and delivering measurable outcomes. 
This individual will oversee project management, team accountability, reporting systems, KPI tracking, and cross-department communication pending the time the Digital Infrastructure Team develops the long-term automated systems and technology platforms. 
The successful candidate will help transform vision into execution.

	
Key Responsibilities

· Provide operational leadership across all volunteer departments, ensuring organisational activities remain aligned with strategic priorities, mission objectives, and agreed performance targets. 
· Lead and manage the Central Operations Team, including Operations Analysts, Coordinators, and Assistants, fostering a culture of accountability, collaboration, and continuous improvement. 
· Oversee the day-to-day coordination of organisational operations, ensuring departments work effectively together and deliver against agreed objectives. 
· Monitor organisational performance, identifying operational challenges, risks, inefficiencies, and resource gaps, and implement practical solutions to improve delivery. 
· Manage the organisation's 16-week project delivery framework, ensuring all departments meet project milestones, deadlines, and success measures. 
· Track project progress across multiple teams, proactively identifying delays, removing barriers, and coordinating support to ensure successful completion of deliverables. 
· Establish and maintain organisation-wide accountability systems, ensuring clear ownership of tasks, responsibilities, and outcomes. 
· Conduct regular departmental performance reviews and monitor progress against key objectives, project plans, and operational commitments. 
· Develop and oversee KPI frameworks, departmental scorecards, and organisational dashboards to measure performance, volunteer engagement, project delivery, fundraising outcomes, and community impact. 
· Analyse performance data and provide evidence-based recommendations to improve operational effectiveness and organisational growth. 
· Design and implement interim operational systems, processes, and procedures while permanent digital infrastructure is being developed. 
· Create and maintain project tracking systems, workflow documentation, communication protocols, reporting templates, meeting structures, and accountability frameworks. 
· Coordinate cross-departmental communication to ensure effective information sharing, collaboration, and alignment across the organisation. 
· Lead weekly operational meetings and support monthly organisational reviews to monitor progress, resolve challenges, and drive performance improvements. 
· Produce comprehensive weekly and monthly reports, including organisational dashboards, departmental scorecards, project status updates, KPI summaries, volunteer engagement reports, and risk assessments. 
· Provide regular operational briefings and strategic recommendations to the Executive Chief of Staff and Founder’s Executive Team. 
· Escalate significant operational risks, performance concerns, project delays, governance issues, and resource constraints through appropriate organisational channels. 
· Support the implementation of executive decisions, organisational priorities, and strategic initiatives across all departments. 
· Mentor and support Heads of Department and Team Leads, strengthening leadership capability and operational consistency. 
· Promote volunteer engagement, wellbeing, retention, and performance by ensuring volunteers are supported, informed, and empowered to contribute effectively. 
· Champion a culture of professionalism, ownership, accountability, inclusion, and operational excellence throughout the organisation. 
· Contribute to building the operational foundations, systems, and structures required to support sustainable national and international organisational growth.


	
Required Skills & Experience

· Proven experience leading teams, departments, projects, or organisational operations. 
· Strong operational management skills with the ability to coordinate multiple functions simultaneously. 
· Demonstrated experience implementing processes, systems, and performance frameworks that improve organisational efficiency. 
· Experience managing complex projects from planning through to successful delivery. 
· Strong understanding of project management methodologies, milestone tracking, risk management, and performance monitoring. 
· Ability to establish accountability structures and drive results across multiple teams and stakeholders. 
· Experience developing, monitoring, and reporting on KPIs, scorecards, dashboards, and organisational performance metrics. 
· Excellent organisational and time-management skills, with the ability to prioritise competing demands effectively. 
· Strong analytical and problem-solving skills, capable of identifying root causes and implementing practical solutions. 
· Ability to interpret operational data and make informed, evidence-based decisions. 
· Excellent written and verbal communication skills, with the ability to present information clearly to senior leadership and diverse stakeholder groups. 
· Strong stakeholder management and relationship-building abilities. 
· Experience facilitating cross-functional collaboration and improving communication between teams. 
· Ability to lead meetings, coordinate action plans, and ensure follow-through on agreed outcomes. 
· Strong leadership skills with the ability to motivate, support, and develop volunteers and team leaders. 
· Experience managing performance, monitoring progress, and addressing underperformance constructively. 
· High level of professionalism, discretion, integrity, and accountability. 
· Comfortable working independently in a remote environment while maintaining high standards of delivery. 
· Proficiency with digital collaboration, project management, and productivity platforms such as Google Workspace, Microsoft Office, Trello, Asana, ClickUp, Monday.com, Airtable, Notion, Slack, and Microsoft Teams. 
· Experience producing operational reports, executive summaries, performance reviews, and strategic recommendations. 
· Ability to work within a fast-paced, evolving environment and adapt to changing organisational priorities. 
· Strong attention to detail and commitment to quality assurance. 
· Experience supporting organisational growth, change initiatives, or scaling operations is highly desirable. 
· Experience within a charity, non-profit, CIC, community, or volunteer-led organisation is advantageous. 
· Knowledge of volunteer management principles and volunteer engagement strategies is desirable. 
· Understanding of community development, social impact programmes, or survivor-led organisations would be beneficial. 
· Experience building operational systems and structures from the ground up is highly desirable. 
· Demonstrated commitment to the organisation's mission, values, and social impact objectives. 
· Personal qualities should include being highly organised, proactive, solution-focused, resilient, collaborative, compassionate, reliable, self-motivated, and committed to excellence.

Volunteer Benefits 

· Opportunity to help build a national survivor-led movement. 
· Executive leadership experience. 
· Professional references upon successful service. 
· Access to leadership training and mentoring. 
· Opportunity to influence organisational strategy. 
· Meaningful social impact and legacy-building work. 
· Potential future paid leadership opportunities as the organisation grows. 


	
Additional Notes
This role is not suitable if you:
· Prefer low-responsibility volunteer work
· Avoid handling sensitive data or detailed reporting
· Are seeking immediate paid employment
· [bookmark: _heading=h.zal03tut0fzo]Are uncomfortable applying analysis to strategic decisions

	To Apply
Please send:
· Your CV, portfolio, or LinkedIn profile (if available)
· A short introduction about yourself
· Why this mission resonates with you
· Any relevant experience, skills, ideas, or vision you would bring to the role




