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	Post Title:
	Operations Co-ordinator

	Reports To:
	Charity Manager

	Location:
	Sam’s Place, Highfurlong School, Blackpool Old Rd, Blackpool FY3 7LR

	DBS Status:
	Enhanced check with Children’s and Adults Barred List check

	Salary:
	£15.00 per hour



	Role Purpose

	To support the Charity Manager in the day-to-day operational delivery of Sam's Place, taking responsibility for the coordination of initiatives, volunteers, communications and administration to ensure safe, high-quality services for young people with disabilities, special educational needs and autism in Blackpool and the Fylde Coast.



	Main Duties and Responsibilities

	· To be a first point of contact for enquiries into Sam’s Place providing information to prospective and existing members, families, volunteers and professionals.
· To support young people signposting to sources of assistance in line with individual needs, promoting inclusion, wellbeing and independence whilst escalating safeguarding or welfare concerns to the Charity Manager.
· To communicate with young people, their carers, adults and relevant persons, resolving any issues where needed. 
· To maintain positive relationships with families and responding sensitively to concerns or behavioural issues.
· To co-ordinate and support the planning and delivery of initiatives and sessions, ensuring activities are inclusive, engaging and meet the needs of young people.
· To create content for and update Sam’s Place website, newsletters and social media platforms ensuring consent is obtained for image use where required.
· To raise and send invoices.
· To assist with staff and volunteer recruitment, ensuring all pre-employment checks are completed and post-recruitment records remain up to date (DBS, training etc). 
· To assist with staff and volunteer rota creation and planning.
· To arrange trips, events and fundraising activities, ensuring all provisions are completed, including bookings, staffing, accessibility and required documentation.
· To maintain records relating to attendance, registrations, referrals and session bookings.
· To support the enrolment process, ensuring all required documentation is completed.
· To prepare and maintain risk assessments and assist the Charity Manager in ensuring activities are delivered safely and in accordance with policy and procedures.
· Maintain food safety records and undertake routine checks in accordance with food hygiene requirements.
· To represent Sam’s Place when attending trips/meetings/functions/events.



	Qualifications
	Essential or Desirable 
	E/D

	· Educated to a Level 2 (GCSE Grade A*-C or Grades 4-9) standard or equivalent qualification or equivalent demonstrable experience.
	E













	Knowledge, Skills and Experience 
	                                           Essential or Desirable
	E/D

	Knowledge
· Considerable knowledge of challenges faced by young people with disabilities, special educational needs and/or autism
· Considerable knowledge of local demographics of young people and opportunities available to them.
· Considerable knowledge of social media platforms and digital communication techniques.
· Knowledge of financial processes including invoices payments.
· Knowledge of risk assessments, GDPR and safeguarding procedures.

Skills
· Good communication skills.
· Good organisational skills.
· Good ICT skills.
· Good interpersonal skills with the ability to be empathetic and sympathetic.
· Ability to communicate positively with young people who have a range of communication needs.
· Ability to create engaging social media content.
· Ability to organise multiple activities simultaneously.

Experience
· Considerable experience of working with young adults who have disabilities, special educational needs and/or autism.
· Considerable experience of communicating with the parents/carers of young adults.
· Considerable experience of using and posting on social media platforms including websites.
· Considerable experience of organizing community events/initiatives/activities.
· Considerable experience of maintaining accurate records.
· Experience of financial processes including invoices payments and accountancy software.
· Experience of preparing risk assessments
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	Initiative and Independence

	· Can make decisions to deal with any unexpected day-to-day situations as they arise. Manager available for escalation if needed. 
· Can prioritise workload and resolve day-to-day operational issues referring safeguarding, financial or strategic matters to the Charity Manager.
· Activities are conducted inline with Government legislation and best practice guidance.


Relationships/Nature of contacts

Internal
· Sam’s place colleagues including sessional workers, volunteers, Trustees, Highfurlong staff.
External
· Representatives from charity organisations, local Government, emergency services and education providers, bid funders, partner organisations, businesses, community groups.
· Carers and young people's family members.













	Responsibility for Resources (Financial, Physical, Capital, Information)

	Financial Resources
· To process and send invoices circa up to £50k per annum. 
· Responsible for processing session invoices and maintaining accurate financial records in accordance with organisational procedures.

Physical Resources
· Equipment

Capital Resources
· N/a

Information Resources
· To process personal data, ensuring any collated is subject to data protection and GDPR policy and procedures.



	Responsibility for People (including supervision/training of staff or clients)

	· To oversee sessional workers and volunteers ensuring all training and checks are up to date. Guide and supervise volunteers during activities, ensuring they are inducted, trained and supported.



	Mental and Emotional Demands

	Mental Demands
· Medium periods of concentrated sensory attention when inputting website information
· Medium periods of enhanced mental attention when sending invoices.

Emotional Demands
· Regular contact with young people and families experiencing emotional distress, anxiety or behavioural challenges, requiring empathy, patience and resilience.



	Planning Requirements

	· To plan daily activities/sessions and social media scheduling.
· To plan for the coming weeks/months ahead for volunteer coordination, holiday programmes, fundraising events, trips and outreach.
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