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Operations Lead

Job Description

Job Title:	Operations Lead
Salary: 	£31,500
Hours:	Full-time; 35 Hours per week
Location: 	Primarily the DES Edinburgh office with some homeworking and occasional travel.
Reporting to:	Chief Executive Officer 
Responsible for: 	Administration and Finance Officer

About Disability Equality Scotland

Disability Equality Scotland (DES) is a national charity and membership organisation for disabled people, Disabled Peoples Organisations (DPOs), Access Panels, and disability groups/organisations. It is our mission to work towards achieving inclusion and accessibility for all disabled people.

DES promotes access in its widest sense. We do this to promote a life of dignity, respect, choice, and independence. This includes access to our built and natural environment and access to the same opportunities as enjoyed by others in our communities. And it extends beyond physical access to include access to:

· information, 
· inclusive communication, and
· decision-making in policy making and community activities.
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Main purpose of this role

The Operations Lead works across the following key areas:
· Administration and Office Management
· Finance Management 
· Human Resources

Through co-ordinating and providing comprehensive financial, operational, and administrative support, the post holder will understand how a small charity functions. They will ensure that DES adheres to sound financial practices, operates efficiently, and maintains our reputation as a responsible and financially prudent organisation.

This role will suit someone with administration, finance, and HR experience who is very well-organised, has strong analytical and problem-solving skills, and is committed to disabled people’s equality, inclusion and participation. The successful applicant will have an eye for detail and be able to respond quickly to new opportunities and challenges. They will be enthusiastic, proactive and willing to be flexible when things change.

As a member of the Senior Leadership Team, the postholder will also contribute to organisational planning, performance, business development and continuous improvement.

Knowledge and Experience

This role requires a strong record in finance, HR, and administration. Ideally, the postholder will also have some supervisory experience. The postholder will be comfortable in building positive, trusted relationships with a wide range of internal and external stakeholders – both through in-person and online working.



Role Duties

Administration and Office Management

· Lead the efficient day-to-day administration of the charity, ensuring enquiries, correspondence, records, events and campaigns are handled accurately and promptly.
· Act as a main point of contact for DES, providing a professional, welcoming and accessible response to members, partners, suppliers, visitors and other stakeholders.
· Maintain accurate membership, stakeholder, supplier and organisational records, ensuring information is current, secure and managed in line with data protection requirements.
· Coordinate diaries, meetings, travel, room bookings and practical arrangements for the CEO, Senior Leadership Team and wider organisation as required.
· Organise internal and external meetings, including preparing accessible papers and agendas, attending meetings, taking accurate minutes and monitoring follow-up actions.
· Oversee office facilities, supplies, equipment, contracts and service providers, ensuring the Edinburgh office is safe, accessible, welcoming and well maintained.
· Coordinate routine IT administration and liaise with external support providers to maintain reliable systems, user access, data security and business continuity.
· Maintain effective filing, document-control and information-management systems, including key policies, procedures, contracts and organisational records.
· Support the planning and administration of events, campaigns, membership activities and organisational projects, including accessible venues, materials and participant requirements.
· Identify and implement improvements to administrative systems, workflows and office procedures to increase efficiency, consistency, accessibility and value for money.


Finance Management

· Manage day-to-day financial processes using Dext, Xero, and online banking, including sales and purchase invoices, expense claims, payments, income recording, bank reconciliations and maintenance of complete audit trails.
· Coordinate monthly payroll and pension administration, ensuring authorised and accurate information is provided to relevant internal and external parties within required timescales.
· Prepare organisational and project budgets in partnership with the CEO and budget holders and support effective allocation of resources.
· Monitor income and expenditure against budgets, investigate variances, maintain cash-flow forecasts and provide timely advice on financial risks and corrective action.
· Produce accurate and accessible management accounts, forecasts and financial reports for the CEO and Board.
· Maintain restricted and unrestricted fund records and support accurate financial reporting to funders, including evidence of eligible expenditure.
· Operate and regularly review proportionate internal financial controls, including authorisation levels, segregation of duties, purchasing, banking, card use and fraud prevention.
· Maintain the fixed-asset register and oversee appropriate records for contracts, insurance, liabilities and financial commitments.
· With the CEO, coordinate year-end processes and act as the one of our main operational contacts for accountants, independent examiners or auditors, ensuring records and supporting documentation are available.
· Support statutory, regulatory and funder reporting, and ensure financial records are retained securely in accordance with organisational policy and relevant requirements.
· Promote sound financial understanding across the organisation by supporting budget holders and colleagues to follow procedures and make informed, value-for-money decisions.
Human Resources 

· Support the CEO to lead the effective administration of the employee lifecycle, including workforce planning, recruitment, selection, offers, pre-employment checks, induction, probation, changes to employment and leaver processes.
· Support the CEO to coordinate fair, inclusive and accessible recruitment processes, ensuring job information, candidate communications, interviews and reasonable adjustments are handled consistently.
· Maintain accurate and confidential personnel records using BreatheHR, HR systems, contracts, absence records and associated documentation in line with data protection and retention requirements.
· Review, develop and implement HR policies, procedures, templates and guidance to reflect organisational needs, good practice and current employment requirements.
· Provide practical HR advice and support to the CEO and line managers, act as the one of our main operational contacts for specialist advice where appropriate and ensuring issues are addressed fairly, consistently and promptly.
· Support the fair management of conduct, capability, grievance, absence and other employee-relations matters in accordance with DES procedures.
· Coordinate learning and development activity, maintain training records and help identify development needs across the organisation.
· Monitor annual leave, sickness absence, flexible-working arrangements and other people data, providing regular reports and identifying trends or actions.
· Promote staff wellbeing, equality, diversity, inclusion and accessibility, ensuring reasonable adjustments and inclusive working practices are embedded in day-to-day operations.
· Support appropriate consultation and communication with staff on HR matters and organisational change.


Leadership and People Management

· Provide clear, supportive and accountable line management to the Administration and Finance Officer, including regular one-to-ones, objective setting, workload planning, feedback, development and wellbeing support.
· Set priorities, allocate work and monitor delivery ensuring deadlines, service standards and organisational commitments are met.
· Delegate appropriately while maintaining effective oversight, quality assurance, resilience and sufficient cover for key operational responsibilities.
· Build capability through coaching, constructive feedback, knowledge sharing and access to relevant learning and development opportunities.
· Address performance, conduct, attendance or wellbeing concerns promptly, fairly and in line with DES policies and procedures.
· Promote a positive, inclusive, accessible and collaborative culture in which colleagues are treated with dignity and feel able to contribute, raise concerns and share ideas.
· Model DES values and expected behaviours, demonstrating sound judgement, integrity, confidentiality, accountability and a practical commitment to disability equality.
· Work collaboratively as a member of the Senior Leadership Team, contributing operational insight to organisational planning, risk management, performance and continuous improvement.
· Support effective internal communication and cross-team working so that staff understand priorities, decisions, responsibilities and changes affecting their work.
· Lead or support operational improvement and change projects, engaging colleagues, managing implementation risks and evaluating whether changes achieve the intended benefits.
· Provide reliable operational cover and advice to the CEO, escalating significant people, financial, compliance or service risks appropriately.



General Responsibilities

· Ensure all activities support delivery of DES’ strategic priorities.
· Contribute to organisational planning and development.
· Produce reports for the CEO, DES Board and funders.
· Work within DES policies and procedures.
· Ensure compliance with GDPR and other relevant legislation.
· Undertake other duties appropriate to the role. 

Demands of the post

This role is part of the DES Senior Leadership Team that is key to delivering our Strategic Plan 2023-2028 which is fully aligned to the wider policy landscape in Scotland. 

This is a demanding post that requires working with colleagues and volunteers across DES, flexibility and the ability to manage what may sometimes be a heavy workload with competing demands and deadlines. 

This post will be worked mainly in the DES Edinburgh office, with some working from home and occasional with travel to meetings and events across Scotland.

The postholder must be committed to working towards equality, inclusion, and participation for disabled people in Scotland.

Equal opportunities

DES is committed to being disability confident and an employer of choice irrespective of race (which includes colour, nationality and ethnic or national origins), sex, sexual orientation, gender reassignment, religion or belief, marital or civil partnership status, age, disability, or pregnancy and maternity. The ethical and business case of ensuring that our workforce is representative of wider society is at the heart of what we do. When we are recruiting, disabled candidates who meet the essential criteria will be guaranteed an interview.

Person Specification 

	Selection Criteria


	Essential (E)
Desirable (D)
	Where Evidenced
Application (A)
Interview (I)

	Experience


	Experience coordinating administration and office operations, including records, meetings, facilities, suppliers and service delivery.
	E
	A / I 

	Experience managing day-to-day financial processes and coordinating monthly payroll and pension administration, ideally for a charity
	E
	A / I 

	Experience of preparing and monitoring budgets, management accounts, forecasts and financial reports, ideally for a charity
	E
	A / I

	Experience managing HR functions, ideally for a charity
	E
	A / I

	Leadership and people management
	E
	A / I

	Lived or learned experience of disability 
	E
	A / I

	Qualification in finance or HR
	D
	A / I

	Experience within a Disabled People’s Organisation (DPO)
	D
	A / I

	Understanding of working with volunteer-led organisations 
	D
	A / I

	Skills and Knowledge


	Demonstrable skills in organising and producing materials for meetings, including taking minutes
	E
	A / I

	Competence in using accounting software and digital finance systems (Xero, Dext) and online banking, with the ability to maintain accurate reconciliations and audit trails. 
	E
	A / I

	Strong analytical and problem-solving skills, with the ability to identify risks, take proportionate action and escalate concerns appropriately.
	E
	A / I

	Good working knowledge of Microsoft Office applications including SharePoint, Teams, Word, Excel, PowerPoint 
	E
	A / I 

	Excellent written and verbal communication skills delivered in a straightforward manner
	E
	A / I

	Able to work flexibly and identify and act on opportunities for improving processes and ways of working 
	E
	A / I

	Strong planning and management skills. Ability to prioritise own workload and work to specified deadlines under pressure.
	E
	A / I

	Can work well independently or as part of a team
	E
	A / I

	Knowledge and understanding of social model of disability and Independent Living Movement
	D
	A / I

	Competencies and Personal Attributes


	A positive approach and the ability to be systematic and solve problems
	
E
	
A / I

	Ability and flexibility to react effectively to changing work demands 
	E
	A / I

	Flexible approach to workload
	E
	A / I

	Enthusiasm and commitment
	E
	A / I 

	Able to work on own initiative
	E
	A / I

	Business Requirements


	Working predominantly from office in Edinburgh with limited home working. Occasional travel to events across Scotland. 

Very occasional participation in early evening meetings may be required.
	E
	I



Essential Requirements are those, without which, a candidate would not be able to do the job. Desirable Requirements are those which would be useful for the post holder to possess and will be considered when more than one applicant meets the essential requirements.
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