Job Title:
Operations Manager
Department:
Yaseen Youth Development
Reporting to:
CEO
Hours:
Full-time, 40 hours per week, primarily on site in Neasden, London
Salary:
£34,000 per annum
Job Purpose
As Operations Manager, you will oversee the day-to-day operations of Yaseen Youth Development Ltd, ensuring that the organisation, its staff, programmes, premises and resources operate effectively and in line with its objectives and values.
Reporting directly to the CEO, you will have oversight across the organisation and play a central role in coordinating staff, programmes, events, facilities and operational processes. You will ensure that agreed plans and priorities are translated into action, that staff and teams are appropriately supported and held accountable, and that operational issues are identified and resolved promptly.
The role requires a hands-on and proactive approach, combining people management, operational leadership and effective administration. You will work closely with the CEO and wider team to strengthen systems and processes, improve service delivery and support the continued development of YYT and its activities.
Key Responsibilities
· Oversee the day-to-day operations of YYT, ensuring the organisation, its programmes, premises and resources operate effectively.
· Translate organisational priorities into clear operational plans and ensure agreed actions, responsibilities and deadlines are followed through.
· Line manage relevant staff and oversee the effective coordination of employees, contractors and volunteers.
· Set clear expectations and objectives for staff, monitor performance and support their ongoing development.
· Lead regular staff meetings and promote effective communication, accountability and collaboration across the organisation.
· Maintain operational oversight of YYT's programmes, projects, events and activities, ensuring they are appropriately planned, resourced and delivered.
· Oversee the operational delivery of major events, trips, holiday programmes and other key activities.
· Oversee the day-to-day management of YYT's premises, including facilities, maintenance, cleaning, security, contractors and relationships with hirers and other users.
· Ensure organisational policies and procedures are implemented consistently, including requirements relating to safeguarding, health and safety and data protection.
· Ensure appropriate operational records, risk assessments and incident documentation are maintained.
· Manage agreed operational and programme budgets and work closely with the CEO and Finance Officer to ensure effective use of organisational resources and compliance with financial controls.
· Maintain effective relationships with partners, suppliers, contractors, community organisations and other external stakeholders.
· Identify operational issues and risks, resolving them where appropriate and escalating significant matters to the CEO.
· Identify and implement improvements to systems, processes, service delivery and organisational efficiency.
· Provide regular operational updates and reports to the CEO and support the implementation of organisational plans and new initiatives.
· Represent YYT professionally at meetings, events and activities where required.

Requirements
Experience (E = Essential | D = Desirable)
· Significant experience in an operations, management or similar role (E)
· Experience of managing and developing staff and teams (E)
· Experience of coordinating multiple workstreams and managing competing priorities (E)
· Experience of managing budgets and organisational resources (E)
· Experience of managing premises, facilities, events or community programmes (D)
· Experience within a charity, youth, community or non-profit organisation (D)
Skills and Attributes
· Strong leadership and people management skills (E)
· Excellent organisational and time management skills (E)
· Strong problem-solving skills with the ability to take ownership and ensure actions are followed through (E)
· Strong written and verbal communication skills (E)
· Ability to build effective working relationships with staff, volunteers and external stakeholders (E)
· Proactive, reliable and able to work effectively in a busy and changing environment (E)
· Alignment with YYT's mission, ethos and organisational values (E)

Additional Information
The role is primarily based on site in Neasden, London. As YYT delivers programmes, events and activities outside normal office hours, the post holder will be required to work occasional evenings and weekends. Appropriate flexibility will therefore be required.
The role requires a strong commitment to safeguarding and promoting the welfare of children and young people. The successful candidate will be expected to comply with YYT's safeguarding, health and safety and other organisational policies and procedures, and to undertake relevant training as required.
The post holder will be expected to demonstrate a commitment to the mission, ethos and values of Yaseen Youth Development Ltd and to represent the organisation professionally at all times.
