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The EmpowHER Project CIC
Job Description & Person Specification
Job Title: Head of Operations
Salary: £35,000 per annum
Hours: 35 hours per week
Contract: Full-time, permanent
Location: The EmpowHER Project CIC, Elephant House, Cardiff, with some external and remote working as required
Responsible to: Project Manager / Strategic Lead
Responsible for: Operational staff, administrative support, volunteers and day-to-day organisational systems as appropriate
Job Purpose
The Head of Operations will lead the effective day-to-day operation of The EmpowHER Project CIC, ensuring services, systems, resources and organisational processes run safely, efficiently and consistently.
The postholder will oversee operational delivery, financial administration, governance support, compliance, facilities, HR processes, organisational systems and internal coordination.
Working closely with the Project Manager / Strategic Lead, the Head of Operations will ensure that strategic priorities are translated into practical delivery and that the organisation maintains strong systems, clear accountability and high standards across its work.
Key Responsibilities
Operational Leadership
· Oversee the day-to-day running of The EmpowHER Project CIC. 
· Ensure programmes, activities and services are delivered smoothly and consistently. 
· Coordinate staffing, volunteers, facilitators and operational activity. 
· Monitor organisational capacity and identify operational pressures or gaps. 
· Support implementation of strategic plans and funded project commitments. 
· Maintain effective communication across the organisation. 
· Identify operational issues, risks and trends and escalate these where appropriate. 
Finance and Resources
· Monitor organisational income and expenditure. 
· Maintain accurate financial records and supporting documentation. 
· Work with external accountants, payroll providers and other professional services. 
· Support budget setting and financial monitoring. 
· Monitor grant expenditure against agreed budgets. 
· Maintain records required for funding compliance. 
· Support financial reporting to funders and the Board. 
· Promote effective use of organisational resources and value for money. 
Governance and Compliance
· Support the Board of Directors with governance and compliance requirements. 
· Maintain organisational policies, procedures and records. 
· Support compliance with employment law, GDPR, safeguarding, equality and health and safety requirements. 
· Coordinate insurance renewals, DBS processes and organisational registrations. 
· Maintain statutory and organisational documentation. 
· Ensure systems are in place for reporting, record keeping and accountability. 
Human Resources
· Support recruitment and onboarding of staff. 
· Coordinate volunteer recruitment and induction. 
· Maintain staff and volunteer records. 
· Monitor mandatory training requirements. 
· Coordinate supervision and performance processes. 
· Support staff wellbeing and development. 
· Ensure HR documentation is maintained appropriately. 
· Support fair, consistent and inclusive recruitment practices. 
Facilities Management
· Oversee the day-to-day management of the EmpowHER Hub. 
· Ensure the building remains safe, welcoming and fit for purpose. 
· Coordinate repairs, maintenance and equipment. 
· Monitor health and safety requirements. 
· Maintain relevant facilities records and checks. 
· Support room use, bookings and accessibility arrangements. 
· Respond to operational building issues as required. 
Administration and Organisational Systems
· Manage day-to-day organisational systems and records. 
· Coordinate calendars, meetings, room bookings and operational schedules. 
· Maintain accurate administrative documentation. 
· Support data collection and reporting. 
· Ensure records are stored and managed appropriately. 
· Support development of efficient internal processes and systems. 
· Maintain oversight of documentation required by funders and partners. 
Funding and Reporting Support
· Support grant administration and monitoring. 
· Gather information required for funder reports. 
· Maintain evidence relating to outputs, expenditure and project delivery. 
· Assist with impact reporting and data collection. 
· Monitor deadlines and reporting requirements. 
· Work with the Project Manager / Strategic Lead to ensure funder conditions are met. 
Service Delivery and Participant Experience
Where appropriate, contribute to:
· community activities 
· participant engagement 
· workshops and events 
· volunteer support 
· training activity 
· organisational events 
· day-to-day support within the Hub 
Ensure operational systems support a trauma-informed, psychologically safe and welcoming environment.
Leadership and Team Support
· Provide operational leadership to staff and volunteers. 
· Support clear communication across the team. 
· Help ensure roles and responsibilities are understood. 
· Support staff to resolve operational problems. 
· Promote a positive, inclusive and psychologically safe workplace culture. 
· Escalate safeguarding, performance or organisational concerns appropriately. 
· Support continuous improvement across the organisation. 
Reporting and Supervision Structure
The Head of Operations will report directly to the Project Manager / Strategic Lead.
The postholder will oversee relevant operational staff, administrative support and volunteer coordination as appropriate.
The reporting structure will include:
· regular operational meetings with the Project Manager / Strategic Lead 
· formal supervision at agreed intervals 
· routine monitoring of finance, service delivery and organisational systems 
· escalation of operational, safeguarding or compliance concerns 
· contribution to project and funder reporting 
· contribution to regular reports for the Board of Directors 
This structure will help ensure emerging issues, service pressures, financial risks and organisational trends are identified and responded to promptly.

Person Specification
Essential Experience
Applicants should be able to demonstrate:
· Experience of operational management or coordinating services, projects or teams. 
· Experience of working within a voluntary, community, public or social-impact organisation. 
· Experience of managing systems, administration or organisational processes. 
· Experience of working with budgets, financial records or grant expenditure. 
· Experience of supporting staff, volunteers or teams. 
· Experience of maintaining accurate records and documentation. 
· Experience of working within policies, procedures and compliance requirements. 
· Experience of identifying and resolving operational issues. 
Essential Knowledge
· Understanding of effective operational management. 
· Understanding of safeguarding responsibilities. 
· Knowledge of confidentiality and GDPR. 
· Understanding of health and safety responsibilities. 
· Awareness of equality, diversity and inclusion. 
· Understanding of professional boundaries. 
· Understanding of effective record keeping and organisational accountability. 
Essential Skills and Abilities
· Strong organisational and time-management skills. 
· Ability to manage multiple priorities. 
· Strong attention to detail. 
· Ability to develop and maintain effective systems. 
· Good written and verbal communication skills. 
· Ability to work independently and use initiative. 
· Ability to identify risks, problems and emerging trends. 
· Ability to communicate concerns appropriately. 
· Ability to work collaboratively with staff, volunteers and external partners. 
· Ability to manage confidential and sensitive information. 
· Ability to produce accurate records and reports. 
· Ability to remain calm and organised in a busy environment. 
Personal Qualities
The successful candidate will:
· Be committed to the aims and values of The EmpowHER Project. 
· Be reliable and accountable. 
· Be organised and practical. 
· Be approachable and supportive. 
· Be able to maintain professional boundaries. 
· Work in a non-judgemental and inclusive way. 
· Be adaptable and solution-focused. 
· Value lived experience and trauma-informed practice. 
· Be comfortable working within a developing and growing organisation. 
Desirable
· Experience of financial administration or bookkeeping. 
· Experience of grant monitoring or funder reporting. 
· Experience of HR administration. 
· Experience of facilities management. 
· Experience of working within women's services. 
· Experience of working with people affected by trauma, domestic abuse, homelessness, substance use, criminal justice or other forms of disadvantage. 
· Knowledge of the Welsh voluntary and community sector. 
· Experience of working within a small or developing organisation. 
Additional Requirements
The post may require:
· an Enhanced DBS check where eligible 
· satisfactory references 
· safeguarding training 
· occasional evening or weekend work 
· travel to meetings, training, events or community venues 
· flexibility in response to organisational and service needs
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