	CARE & REPAIR WESTERN BAY 
	OPERATIONS OFFICER 




	[bookmark: _Toc472582773]Role Profile


	Job title
	Operations Officer 

	Hours
	Full-Time (37 hours per week)

	Reporting to
	Operations & Compliance Manager 

	[bookmark: _GoBack]Special Requirements 
	A full current driving licence, use of a car for business use.
This post will require an enhanced disclosure criminal records bureau level of disclosure.
Casual car user allowance.
Some working outside normal office hours might be required.

	Job Purpose

	· Provide robust and comprehensive project management of designated key projects, chiefly in relation to the development of a practical services business model that will enable the Care & Repair Group to take forward their strategies and ensure the support that all clients are offered is of a high quality and appropriate to their needs 
· To assist Care and Repair with Business Development, focusing on income generation and diversification in the organisation’s practical services 
· Establish and grow relationships with appropriate partners and clients 
· Maintain a forecast and targeting sales attainment plan
· Design measurement and evaluation frameworks that enable practical services to evidence robust outcomes in terms of projects
· Manage and influence internal and external stakeholders and work effectively with staff across the organisation

	[bookmark: _Toc472582774]Key Accountabilities

	· Responsible for practical services business development across the Group including designing project plans and supporting documentation, allocating and managing staffing and financial resources, monitoring budgets, developing communications, Health and Safety, corporate reporting and evaluating the success of the project 
· Continually review and identify risks, assess and mitigate them. Escalate risks and issues as appropriate to the client and recommend and lead on remedial action as required.  Develop and deliver strong communications in various formats to a variety of audiences 
· Manage the relationship with clients and other contractors and organisations in order to increase business activities
· Where applicable / possible, identify and secure additional income from Clients 
· Where applicable / possible, identify and secure new Clients
· Promote and market the Agency’s practical services
· Identifying and making appointments with suitable new private works Clients



	Business Management
· Identify, highlight and communicate legitimate opportunities for further innovation and sustainable improvement in the organisation’s practical services department
· Create and maintain rolling 3-month works and sales forecast 
· Participate in competitive analysis and pricing strategy development with the Operations & Compliance Manager 
· Present timely and fully costed quotations, tenders, proposals, recommendations or bids.
· Put formal finance agreements in place with suitable providers for agreed amounts, at agreed times and appropriate agreed costs and repayment schedules
· Monitor the effectiveness and implementation of agreements

	Governance
· To support the Operations & Compliance Manager to develop new business opportunities

	Influencing and Relationships
· Gain and maintain engagement with a range of stakeholders both within and outside of the organisation and across all levels of seniority. 
 

	Organisational
· Promote public awareness of the work of Care & Repair 
· Ensure that all work is conducted to the highest professional standards and complies with Care & Repair Policies and Procedures, including Health & Safety.
· To undertake all duties in accordance with organisational strategy, legislation and best practice in relation to Equality and Diversity.

	Safeguarding	
· Ensure that any safeguarding matters are dealt with in accordance with the Care & Repair safeguarding policies and procedures.

	Diversity and Equality
· To proactively ensure Care & Repair activities are carried out in accordance with organisational strategy, legislation and best practice in terms of Diversity and Equality. 

	General Health and Safety
· To work effectively with other senior staff to ensure compliance with all policies and procedures and the delivery of objectives. 
· To work at all times in a safe and efficient manner and be aware of the Lone Working Policy / Health and Safety Policy and Procedures.


	General List of Duties
· Adopt a flexible approach to fulfilling the job description and person specification which may involve weekend or evening work.
· To be familiar with and work in accordance with all Care & Repair policies and procedures and legal and regulatory requirements
· To continue to develop knowledge and practice by actively participating in learning opportunities through team meetings, regular supervision, appraisals and appropriate training in line with organisational policy and procedure.
· To maintain clear and up to date records, preparing reports and correspondence as appropriate in accordance with Care & Repair policies and procedures as required for the local and/or contractual requirements in respect of service user confidentiality and ensuring compliance with the Data Protection Act 2018.
· Ensure the maintenance of accurate recording systems utilising Care & Repair IT systems and ensuring that database monitoring requirements are met.
· Remain up-to-date and compliant with all organisational procedures policies and professional codes of conduct and uphold standards of best practice.
· Work within Care & Repair Group Codes of Practice
· To work flexibly and attend meetings outside working hours as required.
· To undertake any other reasonable task as requested by the Operations & Compliance Manager or the Chief Officer/ Board.
· Maintain confidentiality in relation to service users, employees, volunteers and projects.
· Any other duties as required by the Operations & Compliance Manager or Chief Officer 

	This job description is indicative of the range of current duties and responsibilities of the post, it is not comprehensive.  It is inevitable that the duties will change as the role develops, and it is essential, therefore, that it should be regarded with a degree of flexibility, so that changing needs and circumstances can be met, all changes will be discussed fully.	

It is the nature of the work that tasks and responsibilities are in many circumstances unpredictable and varied. All employees are therefore expected to work in a flexible way and tasks which are not specifically covered in their job description may have to be undertaken.




Name : ______________________________________________________________
Job holders signature 	: _____________________  	Date :	_________________
Management signature 	: _____________________	Date :	_________________










PERSON SPECIFICATION 
ESSENTIAL
· HND/HNC in a construction related field, or an appropriate level of skill and experience
· Experience managing Disabled Facilities grant works or Local Authority Framework works 
· Experience with managing and supervising a technical team of surveyors and / or tradespersons.
· Experience of drawing up detailed specifications, schedules of work and producing tender documentation. 
· Experience in the surveying and preparation of schemes of improvement, adaptation & repair for privately owned residential properties using appropriate specifications and schedules of work.
· Experience of analysing technical and financial information and making sound judgements. 
· Experience of project and contractual performance management 
· Experience of identifying and addressing risk factors in relation to keeping people safe, warm and secure in their own homes. 
· Experience of working in partnership and fostering good external relationships. 
· A sound and demonstrable knowledge of good building practises applicable to domestic renovation and adaptation.
· Ability to read and understand detailed plans 
· Experience with managing and supervising and instructing contractors during both the pre-contract and construction phase of a contract. Experience working with other building professionals such as local Planning Officers, Building Control Surveyors, Structural Engineers etc.
· Good computer skills, including word processing, databases and spreadsheets
· A flexible approach to work and ability to act on own initiative
· Good interpersonal and written and verbal communication skills
· A commitment to customer care and providing a high-quality service 
· Good organisation skills, the ability to prioritise workloads and work to deadlines
· Own transport and clean driving license 
· A basic understanding and commitment to equal opportunities
· Time management skills.
· Professionalism
· Knowledge of current CDM Regulations, health & safety and related regulations and how they apply to this area of work 
· A good knowledge of Planning & Building regulations requirements and Party Wall legislation 
· A good understanding of the cause and remedy of disrepair 
· Understanding of the needs of older people and disabled people 
· Ability to work as part of a team
· Good verbal and written communication skills, including report writing.
· Awareness of equal opportunities and ability to work in a non-discriminatory way.
· Competency in Information Technology including internet and software packages.
· Ability to prioritise and manage work effectively.
· Ability to work independently and proactively, with the ability to consult wherever necessary. 
· Ability to complete work on own initiative.
· Ability to work to deadlines. 
· Understanding of confidentiality.
· Ability to represent the organisation professionally
· Ability to sensitively negotiate solutions to problems arising during building works between vulnerable clients, builders and others 
· Ability to challenge poor performance and sub-standard workmanship 
· Commitment to Care & Repair’s mission, vision and values  
· Openness, honesty, integrity and credibility
· The post holder will be required to meet the requirements for a satisfactory safeguarding check.
· Willingness to work flexible hours.

DESIRABLE
· Ability to speak Welsh. 
· NEBOSH qualification (or commitment to working towards)
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