
 

  
16 May 2022 
 

Dear Applicant 
 
Thank you for your interest in the post Operations & Development Manager. 
 

In this pack you will find: 
 

• Job Description 

• Person Specification 
 

On our website you will find: 
 

• Application Form 

• Guidance Notes for Applicants 

• Monitoring Form 

• Our Equal Opportunities Policy Statement 
 

Please note that CVs will not be considered as part of your application, we will be short-listing 
from fully filled out application forms only. 
 

Your completed application form together with your completed monitoring form should be sent to 
arrive no later than 9:00am on 10 June 2022, by email to recruitment@metrocharity.org.uk. 

Please include your full name in the message subject line. Your email, including attachments, must 
not exceed 5MB in size. We cannot accept applications by post at this time. 
 

Interviews, likely held in person at our Woolwich office, but can be held over Zoom if requested 
and will take place in the week beginning 20 June 2022. 
 

For further information regarding this post please contact Joel Robinson on 020 8305 5000 or by 

email joel.robinson@metrocharity.org.uk.   
 

We look forward to hearing from you. 
 

Best wishes 

 
Andrew Evans, CEO
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Job description 

Key details 
 

Job title 
 

Operations & Development manager 

Employment status  

 

Full-time 

Duration 
 

12 months from start date 
 

Salary/Wage 
 

£36,000 pa   

Hours 

 

35 hours a week, Monday – Friday with some occasional evening 

and weekend working 
 

Line manager 
 

Director of Operations 

Coordinated by 
 

N/A 

Employer 

 

METRO Charity (The Metro Centre Ltd) 

Location Main location of work is primarily METRO Woolwich/METRO New 
Cross/METRO Lambeth, with travel across London and the South 

East. 
  

Job outline 
The Operations and Development Manager is a new post at METRO and is designed to create 

additional capacity across the organisation to alleviate pinch points and support driving forward 

charity-wide projects. The post holder will have a range of people skills enabling them to work 

across teams and provide management cover, including supervision and staff support as 

necessary.  

 

Role 
The applicant will be an adept project manager and particularly skilled at assisting the Heads of 

Domain in setting up new projects and implementing systems and processes for the mobilisation 

of new contracts.   

 

The postholder will have a good understanding of project management across all areas of HR, IT, 

data, comms and health and safety. They will also have good interpersonal skills to liaise with the 

Heads of Domain and commissioners and funders around projects. They will have experience in 

reporting to funders, as well as internally. They will also support processes around data 

management and IT developments that require regular liaison between staff and METRO’s IT and 

data software providers.  
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Main tasks 
1. Provide strategic management support to the Heads of Domain and managers in the setting 

up and delivery of projects to alleviate short-term gaps in management when implementing 

new projects and contracts. 
2. Ensure the preparation of projects is achieved in a timely way according to short deadlines for 

mobilisation of new contracts.  

3. Ensure the systems for recording and reporting data for project KPIs are built into the 
planning of each project from the beginning.  

4. Provide adhoc cover for management gaps, including annual leave cover, and/or sickness, or 

other business reasons.  
5. Support the managers and Domain Heads in completing project risk assessments, business 

continuity plans, information risk assessments and associated processes.  

6. Support Heads of Domains and managers in providing quick access and development of 
project budgets, reports, and data used in funding bids. 

7. Ensure new projects and developments align with cross-organisational METRO plans, including 
Strategic Plans, Balanced Scorecards, Recovery Plans, Race Equality Plans and other plans as 

they arise.  
8. Support managers to ensure service user participation in the development of all services 

through research, service user involvement, evaluation and feedback methods.  

9. Project manage the updating of the incident reporting procedure in collaboration with our IT 
partners, and in consultation with staff and the Safeguarding Steering Group.  

10.  Support the recruitment of staff roles that have previously been challenging and, where 

appropriate, assist by being on the interview panel.  
11.  Work with Domain Heads to introduce current technologies that build on innovative 

prevention and support work models and reduce manual handling of data and archaic 

processes.  
12.  Work closely with the project teams to support collaboration with the Communications Team 

and develop effective service delivery content.   
13.  Review current management controls and quality assurance mechanisms and in discussion 

with the senior leadership team, make recommendations and improvements in line with our 
goals and ambitions.  

14.  Support with the planning and delivery of events, including project-level events where there 

are capacity needs.  
15.  Provide support for projects that need additional capacity to meet KPIs, and work with the 

team to introduce Improvement Plans that meet the needs of the service.  

 

Other duties 
1. Adhere to METRO policies and procedures at all times. 

2. In line with METRO’s policy on Information Governance (IG), confidentiality and data handling 

you will be expected to undertake, pass and maintain the required IG modules as indicated by 

your line manager. 

3. Ensure sensitive and confidential recording and handling of information in accordance with 

the Data Protection Act, GDPR regulations and METRO’s Information Governance Policies . 

4. In line with METRO’s policy on safeguarding, you will be expected to undertake, pass and 

maintain the required Safeguarding Training Modules as indicated by your line manager. 
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5. Attend regular supervision, and undertake appropriate training as agreed.  Maintain and 

update knowledge, skills and undertake continuing education in accordance with personal 

and service needs within a framework of a personal development plan. 

6. Undertake any other appropriate duties as requested by the Manager. If these duties are 

extensive and of a higher job description scale, the terms and conditions of the post may be 

varied in negotiation with your line manager. 

7. Work some evenings and weekends as required and provide occasional office cover, in order 

to welcome service users, answer general enquiries, field telephone calls, etc. 
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Person specification 
 

Knowledge & Experience Skills & Abilities Essential 

/Desirable 

Application 

(A) / 
Interview 
(I) 

At least 3 years’ experience of 

working in the voluntary and 
community sector, or educational 
sector, of which at least 1 year in a 

managerial role 

 Essential A 

Experience of mobilising new 

projects and implementing systems 
and processes for the delivery of 
services, including budgeting, 

recruitment and staffing  

 Essential A 

Prince2 Project management 
qualification 

 Desirable A + I  

 Demonstrated skills and ability 
of managing individual staff, 

supervisions, and teams  

Essential A + I 

 
Budgeting skills, and can 

proficiently use Excel to design 
staffing models for projects 
and monitor KPIs.  

Essential A + I 

Demonstrated experience of 

contract/service management, 
contract and KPI compliance, action 
plans, communication plans and 

working to deadlines. 

 Essential A + I 

Experience of conducting regular 
auditing, risk assessments and 
monitoring ongoing risks to service 
provision 

 Desirable A 

 Skill and ability to identify and 

deal with potential service 
delivery shortfalls and the 
ability to design and 

implement recovery plans. 

Essential A + I 

 Skilled at working and 
communicating at multiple 
levels within an organisation 
(with staff, managers, senior 

managers) and can manage 
the complexities and conflicts 
that may arise 

Essential A + I 
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Knowledge & Experience Skills & Abilities Essential 

/Desirable 

Application 

(A) / 
Interview 
(I) 

 Ability to work on own 

initiative and as part of the 
management team 

Essential A + I 

 Knowledge of safeguarding 
and child protection 

Desirable A + I 

 Excellent communication, 
presentation and negotiation 

skills both with service users, 
multi-agency colleagues, and 
proven experience of 

networking with professionals 

Essential A + I 

 Ability to project manage 
database enhancements and 
liaise between staff and 

developers.  

Essential A 

Experience involving and engaging 
service users in the design, delivery 
and evaluation of services 

 Desirable A + I 

 


