
 

 

 

Operations Manager 

Application Pack 
 

 

Welcome 
 

Thank you for your interest in joining our friendly and dynamic team! We hope this pack provides the information you need to decide if you wish to apply 

for the role. However, if you have any questions, please do contact Susan McIntyre on 01875 820 889 or at susan@playmidlothian.org.uk.  

 

 

About Play Midlothian 
 

Play Midlothian is a registered charity (no. SC025474) working to support children to thrive through play. We focus on play because we know how much 

this benefits children’s health, wellbeing and development. It is important for their lives in the here and now as well as for their future life chances.  

 

We strive to remove barriers to play where they exist, to ensure all children have access to play that meets their needs. We provide services for children 

and families and build the capacity of communities to support play. This includes training and development opportunities for other settings, including 

schools. We are also a partner in the Midlothian Play Strategy, which takes a strategic approach in planning for and promoting play in Midlothian.  

 

We have an office base in Gorebridge (in an attractive modern building with a great cafe downstairs) but deliver services throughout Midlothian, and if 

commissioned, beyond. 

 

You can find an overview of our current services, and our approach to play, on our website. 
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The Operations Manager Role at Play Midlothian 
 

Play Midlothian is not a childcare provider, and therefore there is not a specific subject qualification requirement. Prior experience of a play setting is also 

not essential for the role, as this can be learned on the job and will be supported. 

 

Our services utilise a variety of models of delivery, and although self-directed play is always the core, they overlap with a range of fields including family 

support, youth work, participation work, befriending, health and social care, outdoor learning and policy work. Each service has its own set of planned 

outcomes, that link into our overall goals. We work with children and young people aged 0-13 (and at times older), with their parents/carers at some of our 

services, and at times with specific needs (including disability and emerging mental health challenges). 

 

Therefore, candidates should have experience of children’s services of some type, and from this be able to bring a range of transferrable skills to benefit 

Play Midlothian. Prior experience of safeguarding matters is required, but this does not need to be at the level of designated child protection officer. 

Support to advance into this remit can be provided.  

 

Health and safety is part of the Operations Manager remit, however, we do not require significant knowledge in this area. We utilise an external H&S 

service, which provides expert advice on our policy, procedures and risk assessments. Therefore, the H&S aspect of the role is largely about following this 

advice, which is always on hand. The role is therefore a good opportunity to learn more about the various aspects of workplace health and safety.  

 

The Operations Manager role is a senior management position. Team Leaders, who will report to the Operations Manager, will manage the day to day 

practicalities of service delivery and line manage the Community Playworkers. Prior experience of line management of staff is therefore essential, but this 

does not need to have been at senior manager level as yet. Additionally, we utilise an external HR service, therefore our HR processes are also supported 

by expert advice.  

 

The Operations Manager will ensure that decisions made and overarching processes enable the services to function well and be sustainable for Play 

Midlothian. This includes responsibilities related to procedures, finances, need analysis, evaluation, and reports. The right candidate will be able to plan 

and prioritise across multiple services, both for their own workload and with the Team Leaders for theirs, and drive implementation of plans. This will 

include delegated authority to make decisions independently, once fully inducted.   

 

As a senior manager, the postholder will provide the link between strategy and operations, steering and adapting services, and developing new services 

linked to strategic goals. The Operations Manager forms part of a senior management team (SMT) with the Chief Executive and Business Development 

Manager, which works to shape strategy and make decisions. Previous experience of strategic management is not essential, though the right candidate 

will be someone who feels drawn to shaping services, is flexible in their thinking and can usually see the bigger and longer term picture.  

 



Staffing Structure 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Job description 
 

Full-time (37.5 hours) 

Salary £30,815 - £33,530 

 

Responsible to: Chief Executive 

 

Job purpose: To enable delivery of high quality and effective 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 effective impact measurement is in place, and for writing 

strong evaluation reports, to meet internal and external stakeholder requirements. Links operational decisions to approved strategy. 
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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 ensuring quality is coupled with value 

for money, and improves 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, data protection and fundraising) and overarching systems to support delivery. Leads on 

grievances and disciplinaries for operational staff. Enables learning and innovation in the team. Provides exemplary support, both formally and 

informally.  

 

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: 

 

 A minimum of three Highers or equivalent 



 Experience of working in a service for children, young people or families 

 Experience of line managing staff 

 A member of the PVG scheme for children – this can be applied for before taking up the post 

 

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.  


