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Job Description/Person Specification

	Job Title:

	Operations Manager 

	Gross Annual Salary: 

	£30,000 


	Location:
	Al-Manaar Centre
244 Acklam Road, London W10 5YG 

	Responsible to:

	CEO

	Responsible for:

	Approx. 20 staff and volunteers at The Centre 




	Main Purpose of the Job

	
[bookmark: _GoBack]To take responsibility for the operational management of the Al-Manaar Centre (AC), working closely with the wider community.  This includes allocating duties, overseeing visits, managing communications, managing relations and engagement with volunteers as well as dynamics between all services, and holding the daily schedule of meetings.

Assist in identifying improvements for visitors to the Centre, embedding it in the local community and demonstrating a vision of continued development and inspiration to achieve high and excellence.

To provide consistent high quality service at the Centre, resolving issues with worshippers and Centre users, advocating a warm and friendly approach to those seeking support or using the Centre facilities and the Mosque. To be fully conversant with all relevant legislative/statutory provisions and appropriate policies, processes and procedures.




Main Duties and Responsibilities

1. To oversee the day-to-day operations at Al-Manaar Centre.  
1. To manage the Centre and its staff in accordance with the parameters of and under the direction set by the CEO and Trustees.
1. To promote the use of the Centre by, amongst other things, maintaining the Centre’s website and maximising marketing/publicity opportunities.  
1. To develop services and facilities in accordance with the aims of The MCHC Trust’s Strategic Plan.
1. To encourage local services and activities to be run from the Centre, for example open days, social events, public meetings, advice services and annual general meetings.
1. To set appropriate hire charges and terms and conditions of hire in consultation with the CEO.
1. To ensure the Centre has an up to date User Induction Pack and procedures for using the Centre.
1. To liaise with all staff and users to ensure the smooth running of the Centre and its activities.
1. To ensure, in conjunction with the Caretaker, that the building is suitably maintained through the day to day repairs, maintenance programmes and external service contracts.
1. To be responsible for health and safety in the building including, in conjunction with the CEO, the review and updating of policies and procedures.
1. To develop and implement constructive working relationships with user groups and volunteers so as to enhance the services provided and to deliver improvements to the Centre.
1. To ensure that services provided by hirers are compatible with the terms of their hire.
1. Manage changes and improvements in consultation with the CEO, volunteers, staff, and service users. 
1. Ensure that enquiries are dealt with responsibly and within timescales.
1. Manage the Centre operational staff and volunteers, including motivating teams to deliver emerging objectives, ensuring coaching, appraisal and systems are developed and adhered to. 
1. Ensure the production of regular performance information as required.
1. Work closely with partner organisations to provide a programme of events at the Centre.
1. The duties and responsibilities outlined in this job profile are indicative of the role; however they are not exhaustive and may be subject to change. 
1. To produce regular reports and statics highlighting the activities of the Centre and the profile of users. 
































Person Specification


Values and Behaviours:

You need to be Responsive, Innovative, Collaborative, and Caring. Also;

A. Equal Opportunities
Demonstrate an understanding of and commitment to policies in relation to Equal Opportunity, Customer Care and service delivery, and the ability to implement these policies in the workplace.

B. Knowledge and Experience:

Essential:
· A good understanding of the role of a Muslim Community Centre and Mosque,
· Empathy for the North Kensington Community and the complex needs of residents and worshippers.
· Ability to work effectively under pressure and prioritise workloads.
· A record of working successfully with partners including negotiating, communicating and working collaboratively.
· Highly developed interpersonal and communication skills with a proven ability to communicate effectively to a wide range of stakeholders.
· People management, cultural change and staff motivation.
· Experience of working directly with community groups in a paid or voluntary capacity; managing and developing community services, projects, or activities.
· Experience and ability to prioritise and manage unpredictable work load and coordinating multiple services.
· Have excellent organisational and administrative skills and experience of developing and implementing effective operational systems, policies and procedures.
· Have good IT skills and ability to oversee the IT infrastructure of the Centre.
· Experience and/ or ability to develop and implement effective Monitoring & Evaluation systems and produce written reports.
· Knowledge of Health & Safety issues and procedures as they relate to a public community building; centre services, projects, and users.
· Experience and ability to successfully work independently, on own initiative, and as part of a team.
· Experience of working in a diverse environment and developing and implementing equal opportunities policies and procedures.


C. Desirable:
· Knowledge and understanding of ICT technologies and how they can be applied to improve service delivery.
· Experience of organising, promoting and showcasing activities and events.
· Ability to communicate in Arabic in addition to fluency in English 


D. Other:
· A strong commitment to community-based services
· Able to work occasional evenings and weekends and attend the Centre at short notice
· Consent to an enhanced DBS disclosure
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