
Operations Manager/ DCEO Job Description and Personnel Specification 

   

Job title: 
 
Operations Manager/ Deputy Chief Executive Officer 

Date completed: 
 
23/10/14 

Responsible to: 
 
Chief Executive Officer 

Responsible for: 
 
 Organisational 

Development Officer(s)  

 Small Groups 
Development Officer(s)  

 Grant Administrators 
 Buddies Programme 

Key contacts: 
 
• SCVO Capacity Building 

Staff 
• Voluntary and 

Community Sector 
groups and networks 

• Statutory sector policy 
and delivery staff 

• Suppliers and 

contractors 
 

This job description is a guide to the work you will initially be required to undertake.  It 

may be reviewed from time to time to meet changing circumstances and business needs.  

Job Purpose: 

Manage SCVO’s day-to-day operations and lead SCVOs capacity building activities, ensuring 

capacity building support for Voluntary and Community Sector organisations in Sandwell is 

efficient and effective, and is designed to meet specifically identified and evidenced local needs.  

Specific Duties and Responsibilities: 

 Work closely with the Chief Executive Officer, supporting him/her and the Board of 

Trustees in providing direction and leadership, and in ensuring the development and 
implementation of strategies, plans and policies. 

 Support the development, growth and management of the organisation, being a 
member of the organisation’s Executive Management Team and having a strong 

strategic, social and commercial focus; contributing to increasing SCVO’s public 
profile and growth. 

 Hold responsibility for ensuring operational and service delivery to the highest 
standards. 

 Uphold and champion the values of the organisation, acting as a role model to others, 
building a confident, energetic, customer focused organisation.  

 Maintain oversight for the smooth running of day to day operations, including but not 
limited to external contracts and suppliers, health and safety, and human resources  

 Lead quality assurance activities including the maintenance of externally assessed 
quality marks 

 Oversee the design and delivery of SCVOs capacity building support for Voluntary 
and Community Sector groups working within Sandwell, ensuring that the capacity 
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building service is tailored to meet and anticipate local needs on the basis of robust 
evidence. 

 Produce and publish a rolling programme of capacity building activities  
 Support the Chief Executive Officer in developing constructive relations and dialogue 

between SCVO and other Local Infrastructure Organisations operating within 
Sandwell to support joint planning and delivery of local infrastructure services.  

 Develop and maintain a diagnostic template to support Voluntary and Community 
Sector organisations in Sandwell to usefully self-assess their capacity building needs 
as a pre-cursor to approaching SCVO for capacity building support. 

 Work alongside other capacity building staff where necessary, contributing directly 

to the delivery of the capacity building support activities to groups.  
 Develop and market a range of chargeable capacity building services to compl ement 

the core capacity building service offer 
 Actively seek new resources to supplement the offer or extend the reach of SCVOs 

capacity building services, including through competitive bidding processes.  
 Activity seek new delivery models (e.g. professional volunteers, peer group educators, 

strategic partnerships) to supplement the o ffer or extend the reach of SCVOs 
capacity building services 

 Contribute to the SCVO Executive Management Team, supporting performance 
reporting as required. 

 Delegate duties and tasks as appropriate to line managed staff to ensure the effective 
and timely delivery against priorities and agreed targets  

 Contribute regularly to SCVOs events and publications  
 Provide direct line management support, including regular performance appraisals, to 

capacity building and administrative staff members, any other staff as necessary. 
 

General Duties 

 Understand and promote the priorities, activities and best interests of SCVO, and of 

the Voluntary and Community Sector in Sandwell 
 Achieve agreed performance targets. 

 Co-operate in the formulation of and development of systems for monitoring and 
evaluating the work of SCVO. 

 Treat with confidentiality any information about any organisation, its staff, trustees 
or clients that is sensitive, personal or private. 

 Provide information as appropriate and as requested to the production of SCVO 
communications, publications and databases. 

 Participate in supervision and annual personal reviews.  
 Identify personal and professional development needs in order to fulfil the ongoing 

requirements of the job. 
 Work at all times with due regard for h ealth and safety. 
 Work harmoniously with colleagues and external partners; supporting others in 

their work. 
 Cover the work of colleagues during holidays or absences.  
 Attend SCVO staff meetings and other relevant internal meetings. 
 Continuously refresh knowledge in relation to job. 
 Share knowledge with colleagues to support SCVO to be a learning organisation 
 Be aware of SCVO’s staff handbook and adhere to all its policies and procedures.  
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 Demonstrate a clear commitment to working within SCVO’s equal opportunities and 
other policies. 

 Ability and willingness to travel to visit all parts of the borough.  

 Ability to work out-of-hours on an occasional basis 
 Ensure that SCVO’s equal opportunities policies are followed in all aspects of work 
 Work in a way which supports the involvement of excluded groups and communities  
 Carry out such other duties as may be required, commensurate with the grading of 

the post of Deputy Chief Executive Officer 
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Job title: 
 

Operations Manager/ 
 Deputy Chief Executive Officer 

Grade: 
 

NJC 38-42 
£32,788-£36,571 

Date completed: 
 

23/10/14 

 

 Essential Desirable 

1. Disposition  Friendly, self-confident and 
enthusiastic 

 Self-motivated and results-
orientated 

 Excellent people and 
performance management 
skills at senior level, with the 
ability to develop and inspire 
others, and model effective 
management 

 Excellent communication 
skills, both written and verbal  

 A willingness to be ‘hands on’ 
as required, to ensure the 
organisation is run effectively 
and efficiently at all times 

 Leadership abilities, and 
capacity to develop a 
supportive and robust 

relationship with the Chief 
Executive, and deputise as 
appropriate 

 A strong sense of personal 

responsibility and 
accountability, with high 
professional standards 

 Strong attention to detail  

 Prepared and able to work to 
tight deadlines 

 

 Seeks opportunities to work 
collaboratively, both inside 

and outside the organisation, 
in order to achieve results  

 An innovative and flexible 
approach to achieving results  

 

2. Education and 
Training 

 Evidence of a commitment to 

continuing professional 
development 

 Ability to identify personal 
and professional 
development needs 

 Willingness to undertake 

training to ensure continuing 

 Educated to Degree level, or 

equivalent 
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development in post 
 

3. Experience  Previous management 
experience at a similar level; 
experience of leading and 
supervising a team 

 Experience of working with a 
range of people and partners 
acoss a range of sectors 

 Experience in the setting, and 

achievement of, both 
personal and team targets 

 Experience of external 
contracting both in terms of 
procurement and contract 
management 

 Experience of managing 
projects 

 Experience of communicating 
complex information in a 

readily accessible way 
 

 Experience of working in the 
voluntary and community 
sector 

 Experience of providing 

advice, support and training 
to a range of client groups 

 Experience of using a range of 
evidence to inform decision 
making 
 

 

4. Special 
Knowledge 

 Understanding of project 
management methodology 

 Competence in advanced use 
of everyday IT packages, eg 
Microsoft Office 

 Understanding of 

governance/ legal structures 
for not for profit 
organisations 

 Knowledge of the diversity of 
the Voluntary and 
Community Sector 

 Knowledge of tools and 
techniques for business 
planning and performance 

improvement 
 Knowledge of the methods of 

financial management and 
reporting for Voluntary and 

Community Sector 
organisations 

 Understanding of the basic 

principles of workplace health 
and safety and employment 
law 

 

5. Practical 
Requirements 
and  Intellectual 
Skills 

 Financially literate, with 
ability to effectively plan and 

cost new services and 
undertake commercial 
negotiations 

 Versatile and flexible, 

including the ability to travel 
across the borough as 
appropriate. 

 A commitment to SCVO’s 

values and policies 

 Ability to understand complex 
agendas, and communicate 

these effectively to others 
 Ability to influence and sell 

new concepts to potentially 
sceptical stakeholders 

 Ability to see the ‘big picture’; 
understanding the wider 
context and how 
organisational activities 
contributes to it  


