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We Belong – Operations Manager  
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Role Description


	Role
	Operations Manager 

	Reporting to:
	CEO 

	Organisation purpose: 
	We Belong exists to ensure young migrants living in the UK are treated equally and fairly in the society they call home. We Belong works with and for young migrants to hold those in power to account and fight for wider reform. 

We do this by breaking down barriers through direct advocacy, strategic litigation, campaigning, equipping young migrants to be leaders and set agendas within the migration sector.  We also provide support by giving accurate information on student finance rules, providing various opportunities and make referrals to organisations for young people to get the legal advice they need.

	Context 
	We Belong team works exclusively with young people who have migrated to the UK and support young people who are impacted by hostile immigration policies and to enable these young people to challenge these policies themselves. 

	Role purpose:
	The Operations Manager will provide assistance to the CEO by managing the organisation’s financial, office and HR systems.  This will include responsibility for the organisation’s financial reporting, payment, accounts and audit processes; maintaining and reviewing all office policies and procedures to ensure a safe and effective working environment; administering efficient HR practices to ensure support and compliance; and assisting the Chair and CEO with the preparation and distribution of board papers. The role will provide the operational security that essential processes and practices are in place for the organisation to thrive. 


	Key accountabilities
	Key activities/tasks 

	Financial systems  
	Ensuring efficient financial operations, including:
· Co-ordinating preparation of the management accounts with external accountants
· Operating the monthly payroll

· Managing cash flow, invoicing, payments, and providing all necessary information for external book-keeping system 

· In conjunction with the accountants, providing information to the external examiner for the annual statutory accounts

· Ensuring effective communication with the Treasurer on all financial matters

· Supporting all financial reporting for funded activities and grant programmes
· Developing, monitoring, reviewing and updating annual organisational and project budgets
· Assessing, managing and minimising financial risks 

	Office Management 
	Overseeing the smooth-running of the office, including:

· Acting as the main point of contact for the landlord on all premises and facilities related issues.
· Co-ordinating the upkeep of all office supplies and functioning of equipment required by staff
· Responsibility for administering petty cash

· Ensuring a positive and safe environment for staff, volunteers and visitors
· Maintaining all office systems and processes, including compliance with health and safety requirements

· Acting as the lead for first aid and fire safety 



	HR Practices 
	Ensuring an effective HR function, including 
· Administering staff record keeping for leave, sickness, training and other needs
· Managing the provision and updating of staff employment contracts
· Providing administrative support for recruitment, induction, probation, appraisal and other HR processes

· Ensuring that the organisation remains compliant with all HR requirements in the recruitment, management and welfare of staff
· Providing feedback to the CEO and Board on improving staff performance

	General responsibilities 
	· Attending and participating in internal meetings as required
· Being a positive, cooperative and constructive team member, upholding the values of We Belong, complying with We Belong’s monitoring and recording requirements

· Carrying out all work with due regard to We Belong’s policies and procedures, including safeguarding and staff safety
· Promoting Equality and Diversity principles in all aspects of work.

	Other duties 
	· Carrying out any other duties which fall reasonably within this role.


	
	Person Specification

	
	Essential

(must have in order to carry out the work)
	Desirable

(not essential but preferable)

	Knowledge
· Knowledge of Charity finance systems and accountancy practices
· Knowledge of Office management and health and safety processes
· Knowledge of HR policies and systems compliance

	x

x
             x
	

	Experience

· Experience of managing a finance function 
· Experience of supporting office administration
· Experience of operating HR processes 
· Experience of working alongside executive leadership 
	x
x
x
x
	

	Qualifications and training
· Degree level Qualifications in accounting, business, finance or related fields 


	
	x

	Skills and abilities
· Excellent financial skills including numerical accuracy, confidence in operating financial processes, and ability to report on financial detail
· Strong Excel skills and confidence with IT systems
· Familiarity with book-keeping software such as Quickbooks.
· Skills in supporting others to set, review and report on budgets
· Strong organisational skills with an attention to compliance with policies, systems and regulations, from HR to Office Health and Safety
· Ability to plan, record and organise work 
· Ability to create effective working relationships with other professionals, with an appreciation for working alongside young people
· Ability to translate relevant legislation into working practices

	x

x

x

x

x
x
x

x
	

	Qualities
· Highly organised, detail-focused individual who can be trusted to operate efficient systems and processes 

· Prepared to work collaboratively with our team, support a dynamic young CEO, and uphold our mission, vision and values at all times
· Shows due care and attention to the needs of others for clear communication and flexibility of approach in the operation of tasks

· Emotionally intelligent individual who is able to contribute to a safe and positive working environment for our staff and volunteers 

	x

             x

x

x
	

	Other requirements

· Prepared to work out of hours occasionally

· Willing to attend training to stay updated on any Finance, HR and H&S needs.
	x
	x
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