[image: image1.jpg]NXG Trust




New Cross Gate Trust 
Recruitment Pack: Strategy & Operations Manager 
	Position Title
	Strategy and Operations Manager

	Reporting to
	The New Cross Gate Trust (Board)

	Hours
	21 hours per week, permanent contract

	Starting salary
	£47,000 FTE (£28,200 pro rata)


Thank you for your interest in the New Cross Gate Trust. We are a vibrant, ambitious and inclusive charity based at the beautiful Besson Street Community Gardens, providing a rich and varied range of services to the local community of New Cross Gate. We are proud of our local area and believe everybody should be able to live happy, healthy, stable and fulfilled lives. We seek to bring together different stakeholders within our community so that they can work in partnership to influence decisions and deliver sustainable solutions that bring about positive change.
We are recruiting a Strategy and Operations Manager to help us achieve our vision for New Cross Gate. As somebody committed to listening and working inclusively with different partners, you will be a strong strategic thinker, with excellent project management skills and a proven track record of effectively managing budgets and income generation. Working collaboratively as part of a small team, you will be a highly motivated self-starter, who shares our values and commitment to make New Cross Gate a strong and healthy place to live. 
This is an exciting time to join the Trust. We enter 2021 in a strong financial position ready to respond to the continued challenges presented to our community by the covid-19 pandemic. We will continue to enhance our services, strengthen our networks and act on the issues important to New Cross Gate. We hope you can join us to help lead this work.
You can find out more about the Trust here www.nxgtrust.org.uk 

Background to the NXG Trust

The NXGT was established to promote regeneration and community development for the benefit of people of New Cross Gate and the surrounding area. The Trust’s objectives are to:

· Improve employment opportunities, promote training and development

· Improve health and promote healthy lifestyle choices, 

· Reduce crime and improve community safety

· Raise educational achievement and promote quality childcare

· Promote good quality housing  and enhance the physical environment
· Be part of a strong voice for the local community, supporting community empowerment and building social capital, while demonstrating effective partnership working and open and robust governance

“We know that New Cross Gate has a wonderful, diverse and talented community and we will dedicate our efforts to help everyone in the community fulfill their potential. We will support local residents to work with each other and with organisations responsible for providing them with services, in order to improve people’s lives. We will provide a strong voice for our community and encourage local people to get involved in the decisions that affect them”

Employee commitment
As an employee of the Trust you will be expected to work to the highest ethical and professional standards to deliver the objectives of the Trust. You will need to have a strong commitment to high standards of service delivery through your own work, and also through the work of others. At all times you will work to maintain the reputation of the Trust and our commitment to improve the life chances and the environment for local people.

As an employee you will benefit from a generous package of annual leave, pension contribution and flexible working. You will work alongside a team of highly committed colleagues, volunteers and Trustees who will support you in your role and help promote an inclusive and flexible workplace where you can develop and contribute to our success.
The diversity of New Cross Gate is one of its greatest strengths, and the New Cross Gate Trust is committed to promoting diversity and equity within our community and within our staff and volunteer team. We want to attract candidates from diverse backgrounds and experiences, and would particularly encourage applications from people who are Black, Asian or from other minority ethnic groups; and/or people with a disability.
The New Cross Gate is pleased to be a London Living Wage employer.
Summary of Responsibilities and Personal Duties

Management and Governance
1. To provide strategic direction and advice to the Board, working with them to achieve their vision and key objectives.
2. To act as the Trust’s most senior officer advising, and ensuring effective support is provided to, the Board, the Finance and General Purposes Committee and other committees, including attending to the recruitment and induction of trustees.
3. To be responsible for the management of all aspects of the Trust’s activities, including delivering the Trust’s business and delivery plan.

4. To attend to risk management on behalf of the Trust arising from its activities, including arranging insurances where appropriate.

5. Together with the Manager for Besson Street and Community Development, to recruit and line manage the Trust staff and keep updated with relevant HR legislation and carry out regular staff appraisal to ensure an appropriate work programme is developed and implemented.
6. Act as a competent person to ensure compliance with Health and Safety legislation and the Trust’s policies and procedures and have a duty of care to yourself and your colleagues.

Partnerships 
7. To work strategically with the Trust, external partners and stakeholders to identify and develop opportunities for partnership or collaborative projects and to sustain current initiatives, including exploring opportunities to fund local community organisations.
8. Actively engage with relevant partners and maintain Trust influence on major local developments including the Healthy Living Centre – part of a major new development in Besson Street. Maximise the proposals of local major developments to benefit local people.
9. To work closely with local service providers and third sector organisations, including Trust funded organisations to ensure the outcomes of the business plan are met and that services are more responsive to local needs. 

10. Act as required as a lead representative of the Trust in partnership negotiations.

11. To support local initiatives of relevance to the Trust and its objectives.


Finance
12. To service and support the Finance and General Purposes sub committee and carry out any instructions on behalf of committee members necessary to deliver their remit. 
13. To develop an annual delivery plan setting out activities and budgets for activities planned for the coming year.

14. To provide regular financial reports to the Board on income and expenditure on budgets and advise on measures to ensure spending targets are in line with available resources.

15. To monitor and interpret cash flows and predict future trends based on the Trust’s asset portfolio and fundraising activities

16. To manage the Trust’s financial accounting systems, to evaluate and monitor the Trust’s activities on an annual basis (including reporting to the Board, funders and the Charity Commission in compliance with SORP 2015 guidelines) and liaise with auditors to ensure annual monitoring is carried out.

17. To manage the Trust’s bank accounts, ensuring funds are appropriately invested and accessible according to needs.

18. To let and manage contracts for the effective management of the Trust property portfolio and, where necessary, develop and implement an appropriate asset management strategy for the portfolio. 

19. To develop and manage appropriate payment policies and procedures for staff and suppliers.

Fundraising 

20. To identify and secure funding opportunities from private investors, charitable sources and public grants to support the work of the Trust
21. To lead on the development of funding applications, grant monitoring requirements and maintaining the on-going relationships with funders, working collaboratively with the Manager for Besson Street Gardens and Community Development and the Board. 

General
22. To work collaboratively with the Manager for Besson Street Gardens and Community Development to develop and deliver the Trust’s communications strategy, including responsibility for Trust’s engagement with social media, it’s online newsletter and website. 
23. Conduct and attend meetings as required, including committee meetings and specialist partnership forums

24. Carry out all duties in accordance with the Trust’s Equality and Diversity policy and procedures and in particular, ensure that all members of the public are treated with equal respect. 

25. Manage service level agreements with a range of service providers.

26. To support the Chair and other board members in their duties, ensuring responsibilities under charity and other law and regulations are met.

27. Work independently with limited supervision while ensuring the Chair and trustees are kept well informed, are able to fulfill their responsibilities and are supported to make key decisions.

28. To carry out any other duties consistent with the role as required to ensure the implementation of the Trust’s strategic aims.

PERSON SPECIFICATION
JOB TITLE:
Strategy and Operations Manager

Note to Candidates

The Person Specification is a picture of the skills, knowledge and experience needed to carry out the job.  It has been used to draw up the advert and will also be used in the shortlisting and interview process for this post.

Those categories marked 'S' will be used especially for the purpose of shortlisting and you will be asked to demonstrate how you meet these in your application. 
	Knowledge & Skills 
	

	Knowledge of good charity governance
	S

	Knowledge of financial systems and ability to manage and report financial information
	S

	Ability to think strategically, with strong analysis skills and ability to make strategic recommendations 
	S

	Ability to organise, prioritise, manage competing deadlines and work without supervision using a high degree of personal initiative.
	S

	Ability to work inclusively with a range of stakeholders


	S

	Excellent interpersonal, written and verbal communication skills
	S

	Good understanding and knowledge of New Cross Gate Trust, urban regeneration and community development initiatives in a multi-cultural inner city context

	S

	Excellent IT skills including word processing, spreadsheets and email.
	

	Experience and track record 
	

	Experience of successful fundraising from a range of sources, and devising comprehensive project proposals with full financial and risk considerations


	S

	Experience of project management across the lifecycle of projects including monitoring, evaluation, reporting and completing appraisal forms.


	S

	Proven track record of effective financial management including monitoring and interpreting cash flows, producing financial reports and managing budgets   
	S

	Proven track record of setting up and maintaining effective working relationships with a range of partners such as local government, funders, residents, and the voluntary sector    
	S

	Experience of effective team working and staff line management
	S

	Experience of setting up consultation and reporting systems
	

	Experience of developing and implementing regeneration projects in a multi-cultural inner city area – desirable 

	

	General requirements for the role
	

	Commitment to empowering local people and working collaboratively and inclusively with all the Trust’s stakeholders 


	

	Awareness of Equal Opportunities and diversity issues
	

	Willingness and ability to operate in accordance with the values and policies of the New Cross Gate Trust  
	

	Willingness and ability to work flexibly in response to changing organisational requirements
	


How to apply

Please complete the application form below and return it by 9am Monday 18th January to recruitment@nxgt.org.uk. Late applications will not be considered.

Please return a copy of the Equal Opportunities monitoring form along with your application form. This form is for statistical purposes only and will not be taken into account in deciding who will be shortlisted, interviewed or appointed.   Completion of any or all of the questions is not a requirement for the application, but we would appreciate your co-operation.
Supporting people with disabilities 

We are committed to improving employment opportunities for people with disabilities. If you require support, modifications, adjustments, or special equipment to assist you with the recruitment process, please also include brief details about this. 

If you would like to speak to someone about the post, please contact the Chair of Trustees helen.mathie@nxgt.org.uk 
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New Cross Gate Trust
Job Application Form 

	Post Applied for: 



	Personal Details



	First Name:


	Surname:          

	Address:      
Postcode:
	Telephone number: 

Email address: 



	Please select the option below that best describes your work status in the UK:
 I have a full British passport

 I have the right to work in the UK
 Other. Please provide details__________________________________



	Please explain how you believe you meet the person specification for the role. Give as much information as necessary to demonstrate your abilities, skills, experience and knowledge and how they relate to this role. This includes voluntary and leisure interests. Make sure you show how you meet the criteria on the person specification listed as shortlisting points.

Continue on a separate sheet if necessary.

	

	Employment History – Please provide details of your employment history, starting with the current or most recent.

	Employer
	Post held and main duties
	Dates of post
	Reason for leaving

	
	
	
	

	
	
	
	

	
	
	
	

	Please add additional rows if required

	

	Please provide details of your qualifications, starting with the most recent

	Qualification


	Grades awarded

	Date achieved


	School/College/other institution



	
	
	
	

	Please add additional rows if required

	Please provide two references, one of whom should be your current/most recent employer

	Full Name: 

Company (if applicable): 

Address: 

Telephone Number:

Email:


	Full Name: 

Company (if applicable): 

Address: 

Telephone Number:

Email:

	I declare the information I have given to support my application is true and accurate.

Signed:                                             Date:     


Equality Monitoring Questionnaire

1. Are you (please delete as appropriate): 


Male  

Female

Non-binary   
    Prefer not to state
2. Please select your age group

	Under 18 
	

	18-24 
	45-49 

	25-29 
	50-54 

	30-34 
	55-59 

	35-39 
	60-64 

	40-44 
	65+ 


4.  Do you consider yourself disabled?  (Please tick one box)

	(  No
	
	(Yes
	If yes, what is the nature of your disability?
	(  Physical
	(  Sensory

	
	
	
	
	(  Mental
	(  Learning


5. Are you registered as disabled?
(Please tick one box)
(  No
(Yes 

6.  Please tick one box to describe your ethnic group:
	White
	
	Mixed
	
	Asian or Asian British

	(  British
	
	(  White & Black Caribbean
	
	(  Indian

	(  Irish
	
	(  White & Black African
	
	(  Pakistani

	(  Turkish/Turkish Cypriot
	
	(  White & Asian
	
	(  Bangladeshi

	(  White Other (Please state)
	
	(  Other (Please state)
	
	(  Tamil

	
	
	
	
	(  Asian Other (Please state)



	
	
	
	
	
	
	
	

	Black or Black British
	
	Other
	
	
	

	(  Caribbean
	
	(  Chinese
	
	
	

	(  African
	
	(  Vietnamese
	
	
	

	(  Somali
	
	(  Other Ethnic Group 
    (Please state)
	
	
	

	(  Black Other (Please state)


	
	
	
	
	


7. Do you identify as:

	Lesbian/Gay
	
	
	Heterosexual
	
	

	Bisexual
	
	
	Other
	
	

	Prefer not to state
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