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JOB DESCRIPTION

Operations Manager
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1.  Purpose:

1.1 To give staff a clear understanding of the duties and responsibilities of their role within All Cleaned Up – All Cleaned Up.

2.  Scope:

2.1
All staff and potential employees.

3.  Accessibility:

3.1 This policy is written in English but can be translated into Community Languages and also large print and audio for people with sight impairments and hearing difficulties.
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Job Description

Position: 


All Cleaned Up - Operations Manager
Responsible to:  
        Head of Enterprise Development
Location:


All Cleaned Up Edinburgh

Value Statement: 

All employees of Apex Scotland (and its subsidiary business’s) will demonstrate fairness, honesty, transparency and trust in their dealings with colleagues, customers, and partners. They will then ensure that the needs and requirements of these stakeholders are understood and are responded to within accepted employment practice, service design and delivery standards.

Purpose of Job

You will ensure the smooth and effective daily operation of the business that ultimately contributes to our operational objectives. You (and the Supervisors you will line manage) will do this by planning, directing and then co-ordinating business resources across our key work areas on a day to day basis. This will be aligned with the demands of our customers who you will be required to liaise with on an ongoing basis. This will include the pricing of works and the fulfilment of agreed profit margins 
During the course of your duties you will uphold the company value statement including the health, safety and welfare of yourself and your colleagues at all times
Service Specialism:

Taking direction from the Head of Enterprise Development you will pursue the strategic direction of the business and target works in agreed technical areas
You will deal with day to day customer enquires attending sites to carry out site surveys either directly or utilising your supervisors

You will liaise effectively with the Supervisors to ensure that jobs are effectively costed and that daily billing and performance is then managed and monitored against these costings as required
You will ensure that suitable staff resources are in place that are trained and managed to deliver agreed activities in a safe manner within agreed quality standards. This may involve the recruitment and selection of new or temporary staff 
You will provide oversight of day to day contracts and company resources ensuring that company assets are effectively protected and delivery of services meet customer’s needs
You will ensure that contractual obligations are communicated to operational staff in both verbal and written communication forms that leave little room for misinterpretation

You will deal with any deficiencies or gaps in provision effectively managing staff discipline, leave and TOIL. This will include the company’s discipline and grievance procedures

You will ensure that appropriate Health safety and welfare systems exist and are robustly managed which will include appropriate risk assessments and safe systems of work

Assisted by the accounts officer you will facilitate the production of project reports and financial claims & invoices including the overseeing of premises, vehicles and other assets including the maintenance, sale or replacement of same.
Where appropriate you will assist in the preparation of larger tenders and bids for new works
Business and Personal Development

Take ownership for one’s own self development by highlighting opportunities and agreeing a Personal Development Plan (PDP) with the line manager. Actively pursue continuous improvement in performance, skills and knowledge. Participate as required in appropriate personal development opportunities. 

Be open to change and to encourage business innovation. 

Take part in development meetings with the line manager and others to assist the business in moving forward

Organisation and Legal Responsibilities

Ensure that all work practices are carried out in line with All Cleaned Up’s Policies and Procedures with a particular focus on Health, Safety and Welfare.

Take care of any organisational assets and resources they use immediately reporting any deficiencies and/or damage to the line manager before making arrangements for their repair or replacement

Work in an environmentally friendly way to ensure that all waste is disposed of in a manner that minimises environmental damage or cost to the organisation
Other

The Operations Manager will:

Undertake the role in a customer friendly way by following the dress code and engaging with customers and colleagues in a courteous manner. 

Promote ‘All cleaned up’ and its parent organisation Apex Scotland by representing both in a professional and courteous manner. 

Work flexibly and undertake any other appropriate service delivery activities if requested.

All of the above to be carried out in consultation and agreement with Team Members and Senior Management as appropriate.
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