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MERSEYSIDE SOCIETY FOR DEAF PEOPLE
	JOB DESCRIPTION


	JOB TITLE 
	Business and Operations Manager 

	REPORTS TO
	Chief Executive Officer

	HOURS OF OPERATION
	35 per week flexible

	SALARY
	£35,000 - £38,000 per annum (dependent on experience)



Business and Operations Manager










	KEY PURPOSE AND RESPONSIBILITES OF THE ROLE

	[bookmark: _Hlk210134819]A senior leadership role driving strategy, operations, and outcomes, including leading teams, delivering services, governance and compliance. The postholder has line management responsibility for service managers and accountability for all departments.

Key responsibilities include:
· Performance management, staff training and development.
· Delivery of high quality, effective and efficient services.
· Resource management.
· Contract and regulatory compliance. 

The role of partnership working business development, funding opportunities, and project management is crucial. Essential requirements include report writing and presentation to the CEO, stakeholders and board of trustees. The Business Operations Manager works closely with the CEO and is required to undertake additional responsibilities where business demands.




	MAIN DUTIES AND PRINCIPAL ACCOUNTABILITIES 

	(a) Lead teams to ensure effective and efficient operational delivery, contract and regulatory compliance, quality assurance and governance.

(b) Manage regulatory and legislative compliance and ensure safe and best practice.

(c) Manage resources effectively to meet service demands within contractual, budgetary, and best practice requirements.

(d) Oversee performance management and staff development across the organisation.

(e) Oversee financial management to support organisational goals.

(f) Strengthen safeguarding governance by ensuring robust systems, training, and accountability measures that meet regulatory standards. 

(g) Ensure Safer Recruitment practices across the charity to support safeguarding in all aspects of recruitment.

(h) Foster partnership collaborations, drive business development, and lead fundraising, bid writing, and project management initiatives.

(i) Prepare reports, deliver presentations, and work closely with the CEO to meet business needs.

(j) Conduct data analysis to inform decision-making to support continuous improvement.

(k)  Participate in continuing professional development (CPD) relevant to the role and organisational needs, including training in BSL communication skills to align with roles and organisational requirements. 

(l) Perform duties independently, ensuring high standards of professionalism and accountability




	GENERAL OBLIGATIONS

	Statutory Requirements
Ensuring that statutory provisions are met, and the standard and quality of support provision meets national/regional standards and organisational policies, procedures, and guidelines.

Ensuring that statutory requirements defined by law are enforced to enable a safe working environment.

Ensuring that mandatory requirements determined by MSDP, local and national guidelines and relevant policies and procedures are enforced to support safe provision of service provision. 

Ensuring that health and social care knowledge, skills and training is undertaken by all staff to maintain and develop practice safely and competently, including personal development.

Operating Environment: The post holder will lead on high quality, effective and efficient service provision to Deaf, Deafblind and hard of hearing individuals predominantly across Liverpool City region. 

Safeguarding
The post holder is accountable for: 
· Promoting and safeguarding the welfare of vulnerable adults accessing services and children may come into contact with.
· Takes action and raises concerns. 
· Forms appropriate relationships with those they care for and maintains professional boundaries in their work. 
· Works within organisational policies, procedures, and guidance. 
· Is committed to demonstrating the organisations values and behaviours in their work.










	PERSON SPECIFICATION

	Essential
	Desirable
	Application
Interview/pres

	Knowledge and Skills
Proven experience and strong track record in:
· Managing operational services in health, social care or charity sectors
· Performance management and team leadership and team motivations skills.
· Excellent leadership
· Report writing and presentation
· Project management 
· Tender writing and funding applications
· Partnership working and collaborations
· Stakeholder engagement
· Organisational budget and resource management 
· Management of quality assurance and governance
· Risk assessment procedures.
· Implementing and monitoring safeguarding, confidentiality, and data protection procedures applicable to organisational management
· Ability to communicate effectively at all levels internal and external to the organisation.
· Data analysis
	· Experience working with or in Deaf or disability services
· Familiarity with Deaf culture 
· BSL communication skills
Knowledge of adult social care commissioning
· Ability to use Client Record Management system or data analysis software

	A/I/P

	Personal qualities:
· Flexible and adaptable with a problem-solving attitude
· Ability to work independently and manage time effectively 
· Commitment to equality, diversity, and inclusion
· Commitment to the values and mission of the organisation
· Participation in sector networks or forums 
· Flexibility to travel to attend meetings.
	Willingness to learn British Sign Language (BSL) if not already proficient


	A/I

	Safeguarding:
· Requirement to perform role in relation to working with vulnerable people/adults at risk
· Safeguarding knowledge and understanding and application of safeguarding referrals. 
· Takes action and raises concerns. 
· Maintains professional boundaries in their work. 
· Works within and leads on organisational policies, procedures, and guidance. 

	Willingness to undertake Designated Safeguard Lead training 
	A/I
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