St Werburghs City Farm

JOB DESCRIPTION
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	Job Title:
	Operational Manager (Sites and Infrastructure)

	Responsible to:
	Director

	Place of work:
	St Werburghs City Farm

	Hours of work:
	22.5hrs per week 

	Annual leave:
	25 days plus statutory holidays pro rata 

	Contract Type:
	Permanent, subject to funding

	Probationary period:
	3 months

	Salary:
	Starting salary of £26,999 (SCP 23) per annum, with the possibility of incremental progression to £30,507  per annum (SCP 27), paid monthly , subject to funding

	Pensions:
	St Werburghs City Farm offer pensions in line with the NEST scheme


St Werburghs City Farm is an inner-city oasis. Situated in the Bristol ward of Ashley and adjoined by 4 other wards which fall within the 10% most disadvantaged in the UK, the Farm has developed to meet local needs.   Our vision is to inspire and educate happy, healthy communities through  green spaces, local food and each other. Using a 2 acre small holding, a 1 acre community garden, a 2.5 conservation site and 13 acres of community allotments, our mission is to offer targeted community services that equip people with knowledge, skills and confidence, and provide green sites accessible to all. With more than 3,500 service users, 15,000 people enjoying our events/facilities and more than 40,000 local visitors passing through the gates each year, we are a vital community resource, freely accessible to all. 
1. Overall purpose of job
The  Operational Manager (Sites and Infrastructure) is responsible for: 

1.1. Overseeing the operational management of the Farm including: ensuring we have suitable staffing for planned activities; sites and facilities are clean, accessible and welcoming; and the Farm’s policies, procedures and values are adhered to
1.2. Coordinating and overseeing the Farm's  sites, in conjunction with Project Managers, prioritising the development and implementation of site management plans, overseeing sales and income, liaising with funding bodies and other stakeholders, and improving service user/visitor experience
1.3. Leading the organisation on health and safety and COSHH
1.4. Offering strategic leadership of the Farm, alongside the Director and trustees
2. Key Responsibilities 
2.1. Sites and Infrastructure Management 
· Coordinate the development, maintenance and use of the Farm's sites and facilities (in conjunction with relevant Project Managers and Steering groups), implementing management plans that work towards the Farm’s vision, mission and 3 year strategy, in particular seeking to:

· increase knowledge of where food comes from 

· increase confidence and knowledge in growing, cooking and eating fresh food

· increase access to locally produced food


· Lead the organisation in its constitutional and legal responsibilities by embedding the Farm’s Health and Safety policy (and other Site-based Policies) ensuring that risk assessments are in place and reviewed annually (or as stated), and that all staff and users comply with such risk assessments, policies, best practice, and legislation 
· Working with Project Managers, oversee the development and growth of income generation schemes to support project running costs including the Farm Shop and plug plants sales

· Oversee site maintenance identifying facilities/areas requiring development and coordinating the compilation/submission of funding applications for priority needs
· Oversee capital development works including: managing contractors, liaising with staff/stakeholders, implementing plans to mitigate disruption, and ensuring sufficient permissions and consents are in place 

· Promote and coordinate team challenges/group volunteering across the Farm's sites 

· Recruit and line manage project staff, undertaking their annual appraisals, quarterly supervisions and providing other support as required 
· Oversee departmental budgets, monitoring income and expenditure, compiling reports when required and supporting Project Managers to adopt budget changes depending on income
· Coordinate fundraising activity for Project Managers including identifying and assigning opportunities, reviewing applications before submission to ensure consistency/accuracy, and overseeing the stewardship of live grants ensuring timely reports that demonstrate our impact
· Maintain and develop quality marks and accredited status relevant to our sites RSPCA
Operational Management. Working with other Operational Managers to;
· Oversee the operational management of the Farm including: ensuring we have suitable staffing for planned activities; sites and facilities are clean, accessible and welcoming; and the Farm’s policies, procedures and values are adhered to
· Support the Office Manager to ensure the Office is open Monday to Friday 9.30am to 4pm (minimum hours) leading on reception/office duties when the Office Manager is absent
· Coordinate the staff supervisions/appraisal schedule, supporting Project Manager(s) to perform effective and timely line supervision of direct reports 
· Identify and develop training and development opportunities for the staff team

· Coordinate and lead on weekly Managers' meetings, project team meetings and support mechanisms to encourage clear communication

· Nurture partnerships with partner organisations, local residents and other stakeholders

· Coordinate and participate in the Farm’s on-call Duty Manager rota

· Support the implementation of the communications strategy seeking to demonstrate our impact to visitors (onsite and online), funders, local residents and other stakeholders
· Develop and embed organisational culture and values
2.2. Strategic Development 
· Assist the Director, and support staff, in the development of Business Plans, Operational Plans, project plans, annual reports etc, ensuring feedback from beneficiaries, staff and community consultation is taken into account
· Support the Director in the compilation of large funding applications 
· Support managers to develop and sustain new departmental income streams seeking to maintain  50% income generated from non-grant based sources
· Establish and maintain relationships with partner organisations, stakeholders, visitors and local residents and support the Farm's participation in local and wider initiatives 

3. Additional Responsibilities 

3.1. Present a positive image of the Farm through good public relations, communication with visitors, service users and the local community, etc.
3.2. Comply at all times with the Farm’s policies, i.e. Health and Safety, Equal Opportunities, Data Protection, Child and Young Person’s Protection Policy, etc. 
3.3. Assist in the co-ordination and delivery of seasonal events and other fundraising activities
3.4. Any other duties commensurate with the post
Person Specification

	Essential
	Desirable

	Knowledge

	Demonstrable experience in managing and developing sites and buildings with education & learning / volunteer & community objectives
	Health and Safety / risk assessment training and/or experience with legislation and requirements 

	Demonstrable experience of engaging, supporting and supervising adult volunteers in maintenance, gardening and landscaping 
	Willingness to train and develop knowledge of statutory requirements, legislation and regulations in relation to open farms 

	Experience of successful fundraising for community and environmental projects
	Previous experience of working in a city farm or a farming environment open to the public

	Experience of all aspects of project management, including  of leading a team including recruiting, supervising and training people
	An understanding of Bristol’s networks and partnerships


	Skills 

	Ability to convey complex information to diverse audiences quickly, clearly and appropriately
	Qualification in Project Management / Leadership  or proven experience of the management of site-based projects in a community setting  

	Ability to manage personal deadlines and prioritise a demanding workload
	Experience of working with people who are socially or economically disadvantaged

	Ability to work as part of a team with teaching, training or skill-sharing experience
	First Aid Qualification

	Good planning, administrative and organisational skills, including budgetary control and record keeping
	Training in Child Protection/Vulnerable Adults 

	Proficient in ICT with proven ability to use Microsoft packages include Word, PowerPoint, Excel and Publisher
	Towing/Trailer license or minibus license

	Attributes

	Strong interpersonal skills; professional, teamwork, active listening skills, personable etc. 
	An understanding of Bristol’s networks and partnerships

	Reliable, pro-active, flexible and self-motivated and ability to think creatively
	Understanding of diversity of local community 

	Organised and methodical. Able to work to own initiative
	Knowledge of City Farms

	Passionate about what the Farm does
	Full clean driving licence (or in process of obtaining)


St Werburghs City Farm – a green city oasis connecting people to food, the environment and their local community. 
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