
 

Operations Manager 
28 hours per week 

Pro rata of £30,815 - £33,530 (37.5 hours FTE) 

 

Job description 
 

Responsible to: Managing Director 

 

Job purpose: To enable delivery of high quality, effective and efficient services in accordance with Play 

Midlothian’s objectives, which ultimately enable children to thrive through play  

 

Line manages: Team Leader(s), Development Officer(s) and Admin Assistant(s) 

 

Key job outcomes:  

 

1. Play Midlothian’s services achieve planned outputs and outcomes, and Play Midlothian can 

robustly evidence this is the case. Accountable for quality of services, and quality assessment and 

improvement. Accountable for ensuring impact measurement is effective, and for writing strong 

evaluation reports, to meet internal and external stakeholder requirements. Identifies strategic goals in 

co-ordination with Managing Director.   

 

2. Play Midlothian’s services are safe and nurturing. Fulfils the roles of safeguarding officer and health 

and safety officer, and is accountable for all operational risk management. Recognises that children can 

benefit from risky play, and ensures this is appropriately managed.  

 

3. Play Midlothian’s services have the resources they need and are cost-effective for what they 

achieve. Leads on operational recruitment. Accountable for service budget management and for 

supplying service budgets for fundraising targets. Leads on identifying efficiencies to achieve balance of 

quality and cost and improve sustainability. 

 

4. Play Midlothian’s services are well-attended and well-designed to meet the needs of service users. 

Accountable for local service marketing and referrals and pathways for service users. Accountable for 

correct handling of complaints. Leads on ensuring the voices of service users, particularly children, are 

central to our objectives.  

 

5. New services are created to meet different needs. Incubates pilot projects and is accountable for 

learning and development processes to lead to effective rollout. Proposes new services, collaborating 

with internal and external stakeholders on need and design, and leads on community consultations. 

Links service development to strategic plans. 

 

6. The operational team has the support and tools they need to deliver great services.  

Accountable for ensuring the team understands policies and procedures. Accountable for SOPs (other 

than finance and fundraising) and overarching systems to support delivery. Leads on grievances and 

disciplinaries for operational staff. Enables learning and innovation in the team.  

 

 



Other responsibilities: 

 

 Accountable for writing and maintaining own work-plan. 

 Coordination of high profile operational events such as our conference and Playday. 

 Any other duties relevant to the responsibilities of the post and which may be delegated by Play 

Midlothian management. 

 

Person specification 
 

Qualifications and experience: 

 

 Educated to degree level (a BA in Childhood Practice or equivalent is desirable but not essential) 

 At least two-year track record of achieving similar job outcomes 

 Has worked in a play setting as a practitioner or manager for at least two years 

 A member of the PVG scheme for children 

 

Key skills and competencies: 

 

Strategic: Able to identify medium and long term goals for services. Able to switch between thinking 

strategically and examining operational detail as appropriate to the situation.  

 

Leadership: Can motivate others. Inspires trust as someone who is knowledgeable, confident and reliable. 

Has a can-do will-do approach and encourages this in others. 

 

Delegation: Able to decide when it is appropriate for others to take on tasks, with sufficient guidance and 

oversight to ensure success.  

 

Self-motivated: Feels driven to succeed and enjoys work. Can apply this to both their own goals and tasks 

that are delegated.  

 

Communication: Able to communicate to a high standard across all forms. Asks for the opinions of others 

and listens well. Able to give constructive criticism and praise. Can support team dynamics and has 

confidence to tackle conflict.  

 

Planning and organisation: Takes a systematic approach. Able to plan workload for self and for team. Can 

use tools and systems to keep track of numerous services, tasks and goals. Ensures the task is done. 

 

Problem solving: Able to define problems, identify causes and find potential solutions. Can also anticipate 

problems. Takes action to resolve problems and can pivot when required. 

 

Analytical: Able to accurately collect, sort, interpret and evaluate information, including financial. Able to 

carry out thematic analysis. 

 

Values-led: Has an enthusiasm for Play Midlothian’s aims and shares in our values. Can apply these values 

to all their work.  


