POSITION DESCRIPTION

Title:




Operations Manager 
Location:



Tauranga (covering the Bay of Plenty region)
Employment Status:

Individual Employment Agreement
Accountable to:


Board of Trustees
Accountable for:
          Strategic and funding targets as agreed


Budget and administration of Baywide CLS operations



Compliance with contractual and legal obligations
Date:

May 2018
Purpose of Position
This position provides strategic thinking as well as organisational leadership at a day-to-day level within the Baywide Community Law Service (BCLS).  It is the link between the service delivery activities of all staff and the Board of Trustees, advising and recommending actions to the Board and implementing its decisions.   Together with the Board and the Managing Solicitor, the role is involved in the long-term stability and sustainability of BCLS, and is also expected to act as a catalyst for organisational change when that is required.  
The major part of the role occurs at the operational level. The Operations Manager is responsible for BCLS financial management and administrative efficiency, monitoring the workforce in relation to organisational goals, budget considerations and staffing needs in both the Tauranga and Whakatane offices.  Networking and relationship management with funding agencies across the Bay of Plenty are also part of this role. 
Key Functional Relationships

Internal

· Supervising Solicitor
· Staff Solicitors
· Administrative Staff
· Volunteer workers
· BCLS Trustees
External

· Funding agencies
· Citizens Advice Bureau and other Community organisations 

· The Ministry of Justice and other Government Agencies
· Legal Aid Service Providers

· Community Law Centres

· Solicitors and Barristers

Staff Responsibilities
Peer-to-peer relationship with senior legal staff
Supervision, direction and control of administrative staff
Financial Delegations
Expenditures up to the sum allocated in the approved budget for the relevant financial year do not need prior Board approval.

The Operations Manager is responsible for the use of the BCLS credit card, subject to the foregoing principle.

For the avoidance of doubt: all expenditure beyond budgeted amounts requires prior Board approval.
Accountabilities

Key Accountabilities

	· Primarily to

· Carry out, and hold others accountable for, measurable, high-quality, timely and cost effective results in respect of BCLS services, focussed on commitment to the needs of clients
· Manage the overall operations of both Baywide offices and align their objectives and practices with the interests and needs of the community they serve
· Position the organisation for future success by identifying new opportunities and developing or improving existing services
· Identify and negotiate funding commitments with a range of organisations, including the Ministry of Justice. 

· Maintain and promote the public face of BCLS: its credibility, the respect in which it is held by the community, and the quality of its services.
· Support and facilitate strategic and operational planning of BCLS
·  Add value to the wider operation of BCLS by participating in projects and providing advice on the creation of various policies and procedures. 

· Develop, build and foster community relationships within the Bay of Plenty
· Develop, build and foster individual relationships with law firms and legal professionals in the Bay of Plenty 
· Ensure Baywide complies with contractual and legal obligations, including health and safety
· To undertake such other duties as may be agreed with the Board of Trustees from time to time.



Appointee Specification

Knowledge and Experience 
· Formal qualification(s) in disciplines such as business management, accounting or law would be an advantage

· Experience at an executive level of government administration, running a business or a professional practice is essential
· Up-to-date knowledge of workplace law, human resources systems and process, and financial systems

· Knowledge of the justice system and parliamentary processes
· Ability to network and build relationships across the various communities of the Bay of Plenty, including respect for and understanding of the cultural needs and diversity of those who live on low incomes and/or in small communities
· Knowledge of Te Reo, tikanga Maori and the obligations of the Treaty of Waitangi would be an advantage

· Experience in using Microsoft software including Word, PowerPoint, Excel, Outlook and Access

Skills and behaviours

· Holds self and others accountable; able to work proactively, but complies with established control systems and rules

· Effective oral and written communication skills
· Initiative and sound judgement

· Competent computer skills

· Identifies and analyses problems, weighs information for relevance and accuracy, presents alternative solutions, makes recommendations
· Able to engage with funders and to establish working relationships with community agencies, voluntary groups and individuals
· Demonstrated evidence of ability to work in a culturally sensitive and appropriate manner
· Responsive to the needs and feelings of different people in different situations

· Deals effectively with pressure, recovers quickly from setbacks.  Maintains optimistic and persistent
· Commitment to work as part of a team with a flexible approach to work and a willingness to support colleagues
Qualification
· A current, “clean” driving licence is essential.
Competencies
Essential Competencies

	Competencies
	Descriptors

	1.  Organisational Focus

The desire and willingness to understand and meet or exceed the expectations of those who support, and those who rely on, BCLS for the continued provision of free legal services and the identification of unmet legal need
	· Delivers superior service to Board, staff and clients of BCLS
· Understands, empathises with, and identifies the needs, concerns and priorities of clients and ensures that services are delivered to take account of these. 

· Takes personal responsibility for correcting service delivery problems and/or “championing” service improvement issues.  

· Corrects problems promptly, without getting defensive.  

· Actively supports the interests of BCLS by identifying opportunities and managing risks; and making decisions that meet those priorities 

	2.  Information Gathering 

The ability to collect and manage information relevant to an issue through a variety of methods.  This includes research, networking with others, observation, computer databases and sharing knowledge and information with others.
	· Systematically collates information from a wide range of sources and assesses its relevance. 

· Ensure the procedures for gathering information are effective and efficient.  

· Has personally established channels and systems for gathering up-to-date information (e.g.  networking, informal meetings).

	3.  Planning and Organisation

The ability to identify objectives and develop effective action plans to achieve them.  This may include using sound personal organisation disciplines, a methodical and systematic approach towards planning workloads and using project management skills.
	· Manages resources so that priority tasks are achieved. 

· Reviews and adjusts priorities as circumstances change. 

· Communicates what needs to done to all who need to be involved.  

· Sets realistic timetables and monitors progress against targets.  

· Introduces straightforward systems and monitors their use.

	4.  Problem Solving & Judgement

The ability to apply an objective, logical reasoning process to a problem or work situation in order to develop a conclusion or recommendation.  This includes logically breaking down problems into different parts, identifying key issues and their relationships, interpreting, clarifying, analysing, explaining and developing recommendations or advice.
	· Breaks down complex situations into manageable parts in a systematic way.  
· Recognises several likely causes of events. 
· Does not stop at first answer; strives to find out why something happened. 
· Considers all aspects of a situation, weighing up different options to arrive at the best solution.  
· Makes clear decisions based on a logical analysis of the options.  
· Acquires new information and applies knowledge to analyse issues and resolve problems.  


Essential Competencies (continued)
	Competencies
	Descriptors

	5.  Results Orientation

The ability to take personal responsibility for the delivery of results.  This includes delivering required results consistently and successfully, exhibiting appropriate initiative and persistence and focusing on work that is of high quality.
	· Takes full responsibility for making things happen within own area of control. 

· Displays drive and energy in achieving goals and perseveres when obstacles emerge.  

· Tracks progress against job expectations in order to make adjustments to performance as required.

	6.  Integrity

The ability to maintain confidences and trust, and to act in an honest, ethical and professional manner.
	· Takes action based on a clearly stated set of values, even if such action might disadvantage oneself.  

· Challenges or confronts abuse of power.

	7.  Communication

The ability to clearly convey thoughts and ideas effectively.  This may include listening, interpreting, formulating and delivering: verbal, non-verbal, written, and/or electronic messages.
	· Work shows recognition of the importance of communication in achieving results.  

· Seeks to understand others’ frame of reference and uses this understanding to identify the most effective method of conveying information.  

· Uses different ways of conveying a message to add clarity and meaning to communications.  

· Adapts communications to the views and level of knowledge of the audience. 

· Prepares and structures communication well.  Is able to make complex issues understandable.  

· Sets out arguments clearly and logically; persuades and influences others.

	8.  Relationship Management

The ability to interact with and develop effective working relationships with a wide range of people of different types and in different situations including community organisations.  This includes establishing formal and informal working relationships, developing win/win relationships and assessing and responding to individual behaviour.
	· Builds good rapport with people at all levels.  

· Actively seeks opportunities to contribute to positive outcomes for clients, stakeholders, staff and colleagues. 

· Approaches issues or disagreements with the objective of reaching win/win solutions. 

· Develops relationships with the intent of achieving effective delivery of relevant services.
· Provides professional supervision and guidance to volunteers and paralegal staff


Desirable Competencies

	Competencies
	Descriptors

	9.  Self Development

The ability and desire to take ownership of one’s development and to proactively pursue opportunities to learn and develop. This may include recognising opportunities for self-development, taking responsibility for remaining competent and learning from mistakes and successes.
	· Learning is focused on development and continuous improvement. 

· Designs a personal action plan to address own issues constructively and understand the most appropriate learning style for self. 

· Uses a range of sources to develop own knowledge and skills. 

· Seeks feedback from others with the intent of self-improvement.

	10.  Teamwork

The ability and willingness to work with others co-operatively and productively in order to achieve group objectives.  This may include informal work groups, advisory groups or committees and project teams.


	· Acts to promote a welcoming, productive climate, good morale and co-operation within the team. 

· Genuinely values others' input and expertise.  

· Contributes own expertise to the team. 

· Facilitates and influences positive outcomes that support team goals. 

· Promotes team co-operation, even during heated discussions.  

· Is willing to set aside personal agenda in order to support the team consensus.  

· Assists in mediating between team members to resolve conflict.

	12. Change Orientation

The ability to think about a situation, issue or process in new or varying ways and to generate new ideas. This includes the willingness to seek out and implement better ways of doing things and to embrace change.  This may include: thinking of situations from different points of view, being alert to opportunities for new ideas, accepting and welcoming new ways of doing things and adapting to change in the work environment
	· Demonstrates good ability to think about situations in many new ways. 

· Consistently questions and challenges the way things are done. 
· Actively looks for ways to improve activities and results, and contributes to their development and implementation.  
· Positively responds to numerous, diverse challenges and demands in the work environment.


Health and Safety
Employees accept their responsibility to take all practicable steps to ensure their own safety and wellbeing while at work, ensuring that no action or inaction on their part endangers themselves or others.

