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PERSON SPECIFICATION
	Post Title: Operational Manager

	Essential
	Desirable
	Assess

by

	Experience

	Substantial experience of operational management in a dynamic, changing environment including successful:

· people management
· delegation
· resource management

· leading projects from development through to completion  
· budget development and management 

· managing and reporting on contract performance 

Experience of dealing with highly confidential / contentious information in a discreet and appropriate manner 


	Management experience in a health, care, or voluntary sector service.
Evidence of successful collaborative working with public sector senior managers, 

commissioners and partner organisations.
Experience of Tender & Procurement or Bid Management processes.

	A, I  & CS

	Knowledge

	Knowledge of outcomes and value-based approaches to service development and delivery 

Good understanding of confidentiality, data protection, health and safety, quality assurance and operational processes and application of these in a busy work environment.
Interest in health, social care and community services, key current issues, challenges and opportunities.

	Relevant management qualification
	A, I  & CS 

	Skills and competencies

	Strong interpersonal, influencing and negotiating skills and experience  
We are looking for someone who has exceptional organisation, planning and administration skills. 
These include: 
· Being able to determine priorities, manage time effectively and work to competing deadlines
· Workforce planning and development 
We are looking for someone who has excellent communication skills

These include:
· The ability to tailor verbal communication to the particular audience, including professionals from different sectors and members of the public 
· Having a high standard of written English to communicate in an accessible and professional manner 

· Ability to understand and communicate complex information and to present it in a logical way.
We are looking for someone who is competent in using IT 

This includes:

 Familiarity with using a variety of programmes, including MS Office applications such as Word, Excel and Powerpoint.
 Data entry and processing skills. 
 The ability to learn how to use Healthwatch Liverpool specific data and IT systems. 
 Ability to use the Live Well directory and other reliable sources of information online.
We are looking for someone with good numeracy and financial skills

This includes an ability to: 

 Set, monitor and manage budgets.
 Understand and explain performance data, feedback and use these to draw out priorities and action points.
	Familiarity with CRM systems and other related technologies.
	A, I & CS
A, I & CS

	Personal Attributes

	Dependable and reliable. 

Resourceful and able to think clearly under pressure.
Strong influencing and leadership skills to motivate and support a staff and volunteer workforce within a rapidly changing environment. This will include an empathetic but assertive approach, persuasiveness, negotiation, conflict management, decision making, and problem solving.
Is a good listener, with a supportive and patient manner and non-defensive in approach.
Has the ability to support staff members who may be experiencing a stressful situation.
Has sensitivity, insight and an understanding of the different needs and wishes of individuals.
Self-directed and motivated, willing to take responsibility and be held accountable.
Can demonstrate adaptability and flexibility in an operational environment.
	
	A, I & CS


	Other

	We are looking for someone who can demonstrate an understanding of, and a commitment to, the equal opportunities policies and practices, and the promotion of equalities that inform the work of Liverpool Advocacy Rights Information Development and Equality (LARIDAE).

	Have an appreciation of the difficulties that the public may face in accessing and using services.
	A, I & CS


Key to assessment methods; (A) Application form (I) Interview (CS) Case Study. 
References will be used to help confirm suitability for the post. 
