Laridae CIC 

Job Description

	Job Title:
	Healthwatch Operations Manager

	Hours 
	35 hours per week 

	Salary
	Negotiable

	Location
	Liverpool 


Healthwatch Liverpool is looking to recruit an experienced Operations Manager to join our small but growing team. 
Background: 

We are the independent champion for people using local health and social care services in Liverpool. We listen to what people like about services and what could be improved and share these views with those with the power to make change happen. 
People can also speak to us generally to find information about health and wellbeing services, activities available locally as well as obtaining support when problems arise with services.

Main Focus of Post                                         

· To direct and manage service and business operations across the organisation and be responsible for the effective and successful management of all staff including team productivity, resource management, training and development.

· To develop and implement processes and practices which enable the smooth running of our activities.
· To provide the optimal levels of support, guidance and management on a day-to-day basis to allow our small but diverse and dynamic team to best deliver our activities and services.

Overview of the Role

This is a new, senior role within the organisation to oversee our expanding range of activities. The post holder will have wide ranging responsibilities for the performance and development of internal services and operations. 

The post holder will be responsible for all aspects of service operations ensuring delivery of services in line with contract and funder requirements achieving high quality and positive outcomes for service users.   

The post holder will work with team leads to ensure that our activities are delivered effectively and efficiently and enable our team members to use their skills and expertise to their full extent. 

The post holder will also work with the Chief Executive Officer, as part of a Senior Management Team, to implement the strategic plans and overall management of Healthwatch Liverpool and Laridae CIC ensuring the successful development of the organisation. 

This will include business planning and processes, internal policies, procedures and quality standards, task delegation, staff management and development, management reporting, resource inventory and management, employee motivation along with ensuring effective communications across the organisation.  Some support in organising the budget of the company in collaboration with the Chief Executive will also be required.

As part of the senior management team, the Operation Manager together with the Chief Executive is accountable to the Laridae Board and the Healthwatch Community Advisory Board.

We are looking for an energetic professional who is highly experienced in handling a wide range of operational and executive support related tasks and able to work independently with little or no supervision. They will be well organised, flexible and enjoy the operational challenges of supporting an office of diverse people. 

Experience of health, care or voluntary sector services would be advantageous but not essential to the role. We would expect the candidate to demonstrate a strong interest in working in this sector. 
Main Duties and Responsibilities

· Responsible for the management and development of all employees across the organisation with day-to-day support provided by department leads.
· Ensure regular and effective communications take place across the teams so that everyone feels part of the organisation and understands their role.

· Recruit, select, train, support, coach and where necessary discipline employees. 

· Planning, assigning and directing work; communicate job expectations, completion of employees appraisals; addressing employee performance and corrective action plans.

· Ensure best use of staffing resources within the organisation.

· Work closely with the CEO and team leads to develop operations systems by determining key business requirements; develop, implement and evaluate policies and procedures.
· Develop and implement processes to support the business standards and in support of legal and regulatory compliance. 

· Liaise with relevant providers to ensure compliancy with all relevant regulations and legal requirements (e.g. HR and GDPR). 

· Communicate all operating policies and/or issues at team meetings.

· Maintain a safe and healthy work environment by establishing, following and enforcing standards and procedures; complying with legal regulations.

· Work with operational teams to continually improve the service we provide, including resolving problems and complaints.

· Contribute operations information and recommendations to strategic plans and reviews; prepare and complete action plans; implement productivity, quality and customer-service standards; resolve problems; complete audits; identify trends.
· Production and implementation of operational work plans and budgets, analyse variances; initiating corrective actions.

· Review and approve all operational invoices and ensure they are submitted for payment. 
General

1. Flexibility in the performance of the role and to undertake any other duties and tasks identified as appropriate to the post in line with the aims and principles of Healthwatch

2. Ensure your knowledge base is up to date to inform your work by by participating in training opportunities; reading professional publications; maintaining personal networks. 
3. Be aware of the issues facing local people who use health and care services, particularly those who find themselves socially excluded, disadvantaged and / or unaware of the range of support which could potentially assist them.
4. Manage workload and time in accordance with organisational priorities.
5. Participate in the organisation’s supervision and appraisal system in order to identify any further training and personal development needs.
