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 Charity Operations Manager for The Art Ministry

A part time Operations Manager is required by south east Essex based charity The Art Ministry. 

We help the community engage in creative art and craft activities to maintain and improve their mental health and well-being. At the core of our service provision are weekly sessions for children and adults with special needs, adults with physical, visual and/or mental issues.

This is a new role, with funding secured for the first six months. One of the most important tasks for the new manager will be to work with the trustees to secure longer term funding.

This is a part time role for 22 hours a week. A great deal of flexibility is required to be able to attend sessions, events and meetings throughout the day, occasionally including evenings and at weekends, but we will work with the job holder to provide at least one no-working day each week day. Some home working will be allowed, such as for administrative tasks. 

Candidates must have access to a vehicle that they can use for business use.

The salary is £18,304 a year, equal to £33,280 if it was full time.

You must have operational manager experience, preferably in the charity sector, as the job holder will help to define this new role and secure future funding for it.

The Art Ministry is an organisation committed to safeguarding and promoting the welfare of children and vulnerable adults and expects all employees, trustees and volunteers to share this commitment. As such we will carry out an Enhanced DBS Check and obtain references.

Closing date for this vacancy is August 29th 2022











About The Art Ministry

The Art Ministry is a long established and well respected small charity who believes that anyone can enjoy good mental health and well-being by engaging in the creative process.

We provide regular art and craft sessions for children and adults with a wide variety of needs, from children with SEN to adults with drug or alcohol issues. We extend our reach by running sessions for partner organisations, including Barons Court School, Southend in Sight, and South Essex Homes.

We engage with the local community by providing art and craft activities at local events, offering volunteering and employment opportunities, and holding exhibitions and activity days. 

In response to Covid-19 we have developed digital offerings and distributed bags containing art and craft items.

About the role

For 30 years The Art Ministry has relied on volunteers, mainly trustees, to manage the day to day operations of the charity. It is now time for The Art Ministry to employ its first paid part time Operations Manager.

We need an experienced operations manager who can help us to meet the day to day demands on our charity and also help us to take advantage of the opportunities and deal with the challenges that are ahead of us in the post Covid-19 charitable sector.

Job Summary

The Operations Manager will provide professional support to The Art Ministry to ensure the efficient and effective running of the charity’s office and services.

They will support the trustees, session leaders and volunteers in the management, development and administration of its service delivery, facilities, fundraising, reporting, HR and marketing functions.

The Operations Manager will be the key link between the Board of Trustees (the “Board”) and the day to day delivery of our services. The Board will set the direction for The Art Ministry to take in achieving its charitable objectives. The Operations Manager will be responsible for seeing that actions are taken to achieve those objectives.

The Board will not only set the direction, they will govern the standards to be followed in achieving those objectives, the Operations Manager will be responsible for seeing that those standards are met, and for providing evidence to the Board.

The Operations Manager will help us achieve our charitable objectives through their own contributions, and those our session leaders and volunteers, who the Operations Manager will manage and develop. We have up to 6 part-time session leaders, equivalent to 1 FTE, and about 35 volunteers. The Operations Manager will manage our relationships with our partners, volunteers and our clients.
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Application Form: Charity Operations Manager

Please post to:   				or email to: contact@theartministry.org.uk
The Art Ministry
1 Church Road
Hadleigh
Essex
SS7 2DQ
CONFIDENTIAL

Please read the Guidance Notes before completing this application form.

Please complete this form in black ink or type.

Personal Details

	Position applied for:
	Charity Operations Manager at The Art Ministry


	

	Surname/family name:
	
	First name:
	

	

	Address:
	
	                           Telephone 

	
	
	Personal:
	

	
	
	Work:
	

	
	
	May we contact you at work?
	YES/NO

	

	Email address:
	


	

	Aged 18 or over?
	YES/NO
	

	When would you be available to take up the post?
	







Education

	Schools/Colleges attended (most recent first)
	Date from
	Date to
	Courses and results (give years and grades)

	



















	






	
	



Training
Please detail training you have undertaken relevant to the role applied for

	Organising body
	Date
	Duration
	Course title

	










	
	
	

	Relevant additional/professional qualifications and/or membership(s).  Please give details and dates obtained.







Employment 

	Name and address of current/last employer
	




	Job title
	

	Date commenced
	

	Brief description of duties and responsibilities
	







	Reasons for wishing to leave/date of leaving
	

	Period of notice required
	


 
	Name of employer
	Job title
	From
	To
	Reason for leaving

	
	
	
	
	















	Please provide reasons for any gaps in employment








Describe skills, knowledge and experience relevant to this post 

	In this section we would like you to give specific information in support of your application by taking each point and explaining how you have all the necessary skills, knowledge and experience to fulfil the role effectively. Do not assume that we will know things that you do not tell us about on this form. Please attach additional sheets where necessary. Make sure that you have read the Guidance Notes.

	1) Managing projects, delivering on time and within budget

	2) Developing and implementing strategic and operational plans, as an individual or as part of a team

	3) Financial management, including managing and controlling budgets, and reporting grant spend

	4) Managing people, including their recruitment, personal development, objective setting and performance reviews

	5) Fundraising experience, including grant applications

	6) Recruiting and managing volunteers

	7) Working with or supporting clients with various needs, either on your own or as part of an organisation

	8) Developing partnerships

	9) Knowledge of safeguarding vulnerable adults and children

	10) Organisational skills

	11) Leadership skills

	12) Networking skills

	13) Computer literate, including knowledge of Microsoft Office

	14) Team working skills

	15) Time management skills 

	16) Self starter


References

Please give below the name and address of two referees who can comment on your suitability for the post.  These should not include relatives or purely personal friends.  
	First referee

	Second referee

	Name:
	

	Name:
	

	Position held:
	
	Position held:
	

	Address:
	


	Address:
	

	Tel number:
	
	Tel number:
	



Please give details of any spent or unspent criminal offences or sign the declaration below.

	




Criminal Offences Declaration:
I declare that, at the date of signing this declaration, I have not been convicted of any criminal offences.


Signed:											Date:

	


How many days have you taken off as sick leave during the last two years? 

Are you aware of any medical reason why you could not carry out any of your duties?	YES/NO
If YES, please state details

	



General Data Protection Regulation 2018
As part of the recruitment procedure we may collect and store sensitive personal data about you. We are required by law to obtain your consent to such data being recorded. It is our policy to store data relating to recruitment procedures for a minimum of 12 months from the date on which it is submitted, for internal auditing purposes. Any information of this nature will be treated confidentially.

Sensitive personal data is defined as information relating to any of the following: racial or ethnic origin, political opinions, religious beliefs, trade union membership, health, sexuality or sex life, offences and/or convictions.

I declare the information given on this form is correct to the best of my knowledge and acknowledge that by signing this form I give my consent to sensitive personal information being recorded and stored.

Signed:										Date:
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SHORT LISTING FOR INTERVIEWS

After the closing date, applications will be short listed by at least two people and an assessment will be made on how well each applicant’s skills, knowledge, and experience relate to the Job Description and Person Specification for the post. Applicants who appear to meet these requirements the closest will be invited for interview.

Decisions about short listing will be based solely on the information you provide on your application form; we cannot make assumptions about your skills, knowledge and experience.

CVs will not be accepted. This ensures that we receive the same type of information from all applicants. 

Due to the large number of applications we receive, we are unable to offer individual feedback to candidates who are not short listed. Only short listed candidates will be notified of their progression to the next stage.

The interview panel is normally made up of 2 trustees. The purpose of the interview is to allow us to ask questions to expand on and verify the information that you have provided on your application form so that we can make a judgement on the extent to which you meet the selection criteria for the post. To do this objectively and fairly, all candidates will be asked questions aimed to validate how well they meet the selection criteria. 

The interview panel will keep a record of their assessment of each candidate so that their reasons for their decision are clear and justifiable. Candidates will be informed of the outcome of their interview as soon as possible after the interview. Occasionally, if panel members feel that they need to obtain further information before making a final decision about the appointment, you may be asked to attend a second interview.
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Equal Opportunities Monitoring Form

The Art Ministry aims to provide equal opportunities and fair treatment for all people applying to be employed by us regardless of race, sex, disability or whether they are lesbian or gay men. In order to monitor the effectiveness of the equal opportunities policies, we would be grateful if you would complete the monitoring form.

We assure that:
· the information provided will not form the basis of any part of the recruitment and selection
· this information is confidential and only will be used for monitoring purposes

Name:					 

Please indicate which ethnic group you belong to:	
	A White:

	British
	 

	English
	 

	Scottish
	 

	Welsh
	 

	Irish
	 

	Other, please specify:
	 

	B Mixed:

	White and Black Caribbean
	 

	White and Black African
	 

	White and Asian
	 

	Other, please specify:
	 

	C Asian, Asian British, Asian English, Asian Scottish or Asian Welsh:

	Indian
	 

	Pakistani
	 

	Bangladeshi
	 

	Other, please specify:

	D Black, Black British, Black English, Black Scottish, or Black Welsh:

	Caribbean
	 

	African
	 

	Other, please specify:
	 

	E Chinese, Chinese British, Chinese English, Chinese Scottish, Chinese Welsh, or other ethnic group:

	Chinese
	 

	Other, please specify:
	 



 F Gender
[bookmark: Check22][bookmark: Check23][bookmark: Check24]|_| Male			|_| Female			|_| Prefer not to say
Have you ever identified as transgender?
[bookmark: Check25][bookmark: Check26][bookmark: Check27]|_|Yes				|_|No				|_|Prefer not to say	

G Age 	
[bookmark: Text13]Date of Birth:      
[bookmark: Check1][bookmark: Check2][bookmark: Check3][bookmark: Check4][bookmark: Check5][bookmark: Check6]|_| 18 - 24	 |_| 25 - 34	|_| 35 - 44	|_| 45 - 54	|_| 55 - 64	 |_| 65+  
|_| Prefer not to say

H Sexual Orientation
[bookmark: Check17]|_| Bisexual
[bookmark: Check18]|_| Gay man
[bookmark: Check19]|_| Gay woman/lesbian
[bookmark: Check20]|_| Heterosexual/straight	
[bookmark: Check21]|_| Other (specify if you wish): 
|_| Prefer not to say

I Marriage and Civil Partnership
[bookmark: Check58]|_| Single
[bookmark: Check59]|_| Married/in a registered same-sex civil partnership
[bookmark: Check60]|_| Separated, but still legally married/in a registered same-sex civil partnership
[bookmark: Check61]|_| Divorced/formerly in a same-sex civil partnership which is now legally dissolved
[bookmark: Check62]|_| Widowed/Surviving partner from a same-sex civil partnership
|_| Prefer not to say

J Religion or Belief
	[bookmark: Check7]|_| No religion	
[bookmark: Check67]|_| Buddhist	
[bookmark: Check10]|_| Christian (including Church of England, Catholic, Protestant and all other Christian denominations) 
[bookmark: Check11]|_| Hindu	
	[bookmark: Check13]|_| Jewish	
[bookmark: Check14]|_| Musli	
[bookmark: Check15]|_| Sikh	
[bookmark: Check16][bookmark: Text1]|_| Other (specify if you wish):      
|_| Prefer not to say


	

K Disability 
The Equality Act 2010 defines a disabled person as someone who has a physical or mental impairment which has a substantial and long-term adverse affect on their ability to carry out normal day-to-day activities.
Do you consider yourself to be disabled? 
[bookmark: Text9]|_| Yes.                                                       Please specify:      
|_| No  			          	          |_| Prefer not to say
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