sportscotland

JOB PROFILE

	Job Title
	Operations Manager
	Reporting to
	Head of Human Resources

	Division
	Corporate Services
	Department
	Human Resources



	Job Purpose

	To lead and manage the operational delivery of the Corporate and Regional Office Estate including Health and Safety, Office Facilities and Sustainability and work with managers at all levels to develop and implement related strategies and initiatives. 

Working closely with the Head of Human Resources to bridge the gap between operational delivery and strategic direction. 



	Resource Management

	Direct Reports:  Facilities Officer, Health & Safety Officer, 

Staff Reporting to Direct Reports:  1 – Team Administrator

Contractors: 0

Level of Budgetary Responsibility:  Responsibility for managing an approved budget and ensuring any variance is agreed by Head of HR before being committed
 
Delegated Authority Level:  Level 2 – Authorise purchase orders between £5,000 and £30,000 with Level 3 sign off




	Key Responsibilities & Accountabilities

	
· To ensure the provision of a high quality, fit for purpose, sustainable office and work environment for sportscotland staff and partners within a range of sites across Scotland, including in Glasgow, Stirling and Regional Offices, including being first point of contact for responding to immediate safety and security risks.

· Line management of Health & Safety Officer and Facilities Officer.

· Responsible for all property management across the corporate and regional estate.

· Estates lead for the corporate and regional estate.  Will be expected to contribute to the implementation of the Estates Strategy and Action Plan, project management of capital projects/office moves/redesigns, monitoring and reporting via the Estates Strategy Group.

· Negotiate and manage lease agreements, licences and access agreements throughout the estate. 

· Manage and implement recommendations from Estates Strategy Group (includes Facility Access), H&S Committee and Procurement Working Group within remit of role.

· Will chair the Estates Operational Group.

· Oversee Health and Safety for the Corporate and Regional Estate with responsibility for contract management of external Health & Safety provider.


· Develop, manage and deliver preventative & reactive maintenance plans (Buildings & Fabric, Office Equipment) in line with agreed budgets for the Corporate and Regional Estate.

· Procure and contract manage all Health & Safety, Property Maintenance, Utilities, Lease and Access Agreements, Cleaning & Waste, Legionella, Security / Alarms related contracts to realise efficiencies and economies of scale across the full Corporate and Regional Estate.

· Lead the internal delivery of the sustainability agenda including reporting and analysing quarterly usage and preparation of annual environmental reporting.  

· Management of Asset Management System, including management of contractual relationship and lead User Group to ensure consistent implementation for whole sportscotland estate

· Responsible for developing and implementing efficiency and utilisation performance standards and associated reporting and trend analysis across the corporate and regional estate.




	Knowledge & Experience

	
KNOWLEDGE (Essential)

· Knowledge of Health & Safety related to Estate, Office, and Facilities Management, for example, COSSH and Asbestos
· Awareness of office estates, sustainability and health & safety related policies and procedures 
· Working knowledge of building regulations and asset management systems and software i.e., Techforge and related maintenance planning and implementation
· In depth knowledge of sustainability to support development and implementation of actions plans to reduce emissions in line with government policy
· Knowledge of risk management, carbon management and environmental management
· Understanding of how to create, analyse and manage a carbon management plan
· Ability to use MS Office suite  

	
EXPERIENCE (Essential)

· Significant relevant experience in similar role 
· Experience and knowledge of leading and managing teams
· Demonstrable experience of developing and implementing policy and practice
· Experience of leading working groups
· Experience in managing contracts, projects, and tenant/relationship
· Risk Assessment experience 


	
QUALIFICATIONS 

· Project Management 
· First Aid Qualification
· Fire Warden Qualification
· Fire Safety Qualification
· Environmental or Sustainability qualifications would be desirable





	Key Competencies

	Leadership 

· Accepts responsibility for decisions and actions, including difficult but necessary ones
· Demonstrates enthusiasm and energy for achieving business goals with a ‘can do’, ‘will do’ approach
· Leads understanding and adherence to the organisation’s processes, values and expected behaviours
· Encourages praise and recognition of success

Judgement & Decisiveness

· Makes complex decisions for which there is no set procedure
· Balances competing or contradictory factors and information to reach decisions
· Using appropriate criteria and processes, identifies the best people to involve in the decision making process
· Makes decisions that will influence policy and practice

Continuous Improvement 

· Quickly translates ideas with potential business benefits into actions
· Champions innovation and the generation of new ideas
· Engages others in idea generation and development in order to create a commitment to approach
· Manages the risk and delivery of any change programmes
Planning & Organising 

· Contributes towards the development of the Corporate /Business Plan
· Translates the Corporate plan into strategies and action plans for their department
· Ensures that systems are implemented to monitor and evaluate progress and use of resources (e.g. Finance, Workforce Planning etc.)
Results Focus

· Creates and drives delivery of Business wide or complex targets, liaising with key stakeholders where necessary
· Delivers personally and through others ensuring that targets and measures are clear and people are accountable
· Pre-empts setbacks by anticipating and addressing risks
· Shows persistence and determination
Problem Solving

· Is guided by organisational values and operating principles to help select possible approaches which may not align with established procedures
· Uses logic and analysis techniques to solve problems of increasing difficulty that impact across the organisation
· Quickly assimilates and makes sense of complex data, information, ideas and themes
· Coaches other to solve problems 

Working with Others

· Promotes a team ethos across the organisation and is not limited by team boundaries
· Ensures the right people are involved  at the right time
· Creates balanced teams, drawing on people with complementary skills, interests and viewpoints
· Resolves charged conflicts, bringing all parties together to create a mutually acceptable solution
· Seeks feedback on self to ensure that they are effective
· Manages all stakeholders to maintain one agenda
Performance Management

· Effectively balances the management of people, tasks and activities
· Encourages others to have a realistic view of their career prospects
· Takes account of the needs of team members when agreeing objectives
· Actively eliminates barriers affecting or likely to affect personal, team or organisational performance
Developing Self & Others 

· Coaches others to identify for themselves ways and methods to address their learning needs
· Supports and promotes a learning culture within their team and across their department
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