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	Job Title: Senior Operations Manager
Job Description and Personal Specification

	Role:
	Senior Operations Manager – Maternity cover 

	Place of work:
	London Based – Hybraid 

	Hours of work:
	37 hours per week – 12 month fixed term contract 

	Salary/Grade
	Operational - People Manager

	Reports to:
	Director of Employability

	Level of screening:
	Application, Interview, References, Enhanced DBS

	

	Who we are


Catch22 exists to help build a society where everyone has a good place to live, good people around them, and a fulfilling purpose. We call these our '3Ps'.
We achieve this in two ways. First, we improve lives on the frontline through delivery of public services. Secondly, we use our knowledge to change 'the system', to fix the complex web that can trap and disempower those it was set up to help. With the heart of a charity and the mindset of a business, we are uniquely placed to deliver on this challenging agenda.

The Catch22 Employability division provides skills and employability provision on a range of programmes, both public and corporate funded. We pride ourselves on supporting the most disadvantaged in society to improve their prospects resulting in improved social mobility and sustainable positive change. 
	Where you fit in

	To ensure the smooth management of the Employability Division, we are looking for a multi project Senior Operations Manager to join our experienced team. 

You will report into the Director of Employability and manage a team of Operations and service Managers delivering on up to 12 employability contracts across the country funded by both corporate and public sectors. This vast range of commissioners means we look for Managers who can easily communicate with a range of stakeholders and proactively react to requirements from commissioners.

You will be accountable for the overall delivery of several programmes and commissioner relationships, heavily supported by Operations Managers/Service Managers to manage the day-to-day running of the individual contracts. You will manage both experienced and less experienced managers so an ability to coach, support and performance manage is key. As an experienced Senior Manager, you will lead by example and support and mentor the Operation Management team to embed our 3 P’s values into programme delivery. 
We seek a diverse workforce and therefore are open to a range of backgrounds and experience however seek an individual who is proactive, organised and resilient to deal with the varying demands of the role. 

	

	Main Duties & Accountabilities


As a Senior Operations Manager you will be responsible for.
· Directly supporting the divisional Director of Employability’s across multiple contracts at any given time. 

· First point of contact in Director of Employability’s absence for commissioners, partners, and senior management

· Supporting mobilisation of new contracts, including, profiling, project planning, recruitment, and development of programme design
· Support Operations Managers/Service Managers to drive performance, compliance and quality where underperformance is identified
· Mentoring and identifying areas of improvement, implementing improvements/action plans to rectify any issues. Sharing best practice and reporting into the Director on a regular basis
· Ensuring employability contracts are delivered to an excellent standard, meeting contractual and organisational objectives whilst maintaining compliant processes

· Ensuring projects run within budget to mitigate under or overspends.
· Relationship management; with senior management, commissioners, colleagues, employers, training providers, service users 

· Working autonomously to achieve set objectives
· Working with the Director of Employability and Business Development teams to support with growth and development of the division

· Report writing; For internal and external stakeholders

Programme Management
· Ensure excellence in overall delivery on contracts; achieving contractual targets across all areas – to coach and performance manage effectively in line with improvement plans
· Lead on/manage relationships with stakeholders, hosting governance meetings where required
· To support any internal audits in relation to contracts and support the Compliance Team in improvements identified
· To be aware of contract expectations and able to communicate these effectively to stakeholders and within quarterly management meetings
· To ensure staff use the case management system and contribute to the performance management system.
· Budget management: ensure programmes run to budget and promote innovative ways to add value and reduce costs within operational teams. 
Staff Management
· To provide supportive management to the Operations Managers and Service Managers across the country (dependent on contract) 

· To be accountable for the recruitment, development and retention of staff
· To ensure a skilled, motivated and effective workforce to meet the requirements of the contracts

· To ensure compliance with the organisation’s HR Policy and Procedures.
· To evaluate staff learning and development within the team to ensure the necessary skills and knowledge are developed and maintained.
Policy
· To be accountable for the effective implementation of policies in accordance with agreed plans and timescales and carry out periodic reviews and evaluation.
· Work with Communications team to support with policy and impact 
	What does good look like for this role?


You will lead on national projects and working collaboratively across multiple stakeholders to ensure the project is mobilised according to contractual deadlines.
To succeed in this role, you will have:

· Significant experience of managing projects, within deadline and budget
· Strong stakeholder management and partnership working

· Excellent project management skills

· Strong written and verbal communication skills
· Skilled in working across multiple teams within an organisation

It is useful, but not essential, for you to have:

· Knowledge of the employability sector
· Insight into the challenges of vulnerable people facing social barriers, such as criminal convictions, exploitation, mental illness, poor mental health, gang involvement, caring responsibilities, single parenthood and beyond

	Organisational Relationships


Reports to Director (Employability)
Liaises closely with key stakeholders including the 

· Employability team (Operations Managers, Service Managers, Central services), 

· Wider Catch22 teams (communications, HR, recruitment, SLT)
	Operations Manager Employability: Person Specification

	COMPETENCY
	ESSENTIAL
	DESIRABLE
	ASSESSMENT

	QUALIFICATIONS
	
	Relevant Level 3/5 and above management qualification

Bid writing and business development experience

Coaching qualification 
	Application 

	KNOWLEDGE/ EXPERIENCE
	Experience of managing employability contracts within welfare to work, corporate social responsibility, education or training related industries. 

Delivering volume skills contracts – traineeships, training, apprenticeships

Engaging with referral agencies, community groups and employers to maintain and build strong working relationships

Using performance and case management systems to report on performance. Experience in using data to support with performance reporting and business cases.
Experience in implementing action plans, improvement plans and cost savings practises when necessary

Strong people leadership and management experience 

Developing reports and presentations for commissioners and other stakeholders


	Digital Skills programme management 

Knowledge of apprenticeship levy, policy changes and levy transfer

Managing financial budgets

Managing petty cash and office processes 

Youth programme management
	Application & Interview 

	SKILLS & ABILITIES
	Excellent management skills;

· Remote management of staff (using virtual platforms)
· Prioritisation and organisation 

· Time management 

ICT skills, particularly MS products and case management systems. (We use Aptem, Word, Excel, Powerpoint, and TEAM’s most frequently)
Able to translate organisational strategy and vision into deliverable projects, programmes and services 
Presentation skills; to stakeholders – particularly employers and training providers 
Decision Making skills; To seek support and effectively make decisions in line with business and contract objectives 

Able to effectively innovate and constructively challenge 

Able to manage conflict effectively and creatively

Able to communicate clearly, logically and effectively; in written, verbal and using virtual platforms

	Analysis skills; Use data to identify trends in employment data 
Ability to think strategically and broadly to offer insights in to development opportunities

Business development skills
	Interview

	OTHER
	A personal commitment to professional development for yourself and your direct team
	
	Interview

	
	
	
	




