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JOB DESCRIPTION

Director of Operations
Reports to:  Chief Executive
Role Purpose:

To oversee and plan the delivery of all RDA core activities and services, in line with annually agreed targets and to actively support the development and delivery of RDA’s new strategy to increase its capacity and support more disabled people.
Specific Responsibilities
1. Strategic and Operational planning development
In liaison with the Chief Executive and relevant Trustees, set and agree the strategic objectives for specific activities and support services and to oversee the delivery of these by relevant staff and teams.  Specifically:

a) To plan and set the objectives for all activities, Coaching, Volunteer support and training
b) To plan, agree targets and budgets and oversee the growth plan, increasing participation as per agreed targets;
c) To agree and oversee targets, budgets and activities for the operational support to RDA UK, National Office and The RDA National Training Centre (NTC);

d) To work with the team members in each of these areas to agree annual targets and to propose budgets for this activity;
e) To monitor performance against targets and budgets and to ensure that these are kept within reasonable boundaries;

f) To work with Operational Trustee and National Leads to ensure strategic planning is aligned with the RDA UK vision and objectives.

2. To oversee the specific activities of RDA

Working with the relevant staff and volunteers to ensure that there is proactive development and forward movement in each of the following areas:

a) Carriage Driving

b) Dressage

c) Vaulting

d) Show Jumping

e) National Championships

f) Holidays

g) Endurance

h) Showing

i) Equine support/welfare

j) Education

3. Coaching

To support and oversee the work of the Coaching team, with particular emphasis on:

a) The ongoing successful implementation of the Coaching Pathway, with regard for improvements if/where necessary;
b) Ensuring that there is sufficient support and development of opportunities for individual volunteers to train and become qualified;
c) Providing strategic overview of the RDA UK Coaching roles and the required training, support and CPD to enable the best quality support to groups;
d) Developing the Coaching Pathway for Vaulting and Carriage Driving; and any other relevant and specific areas of RDA’s work.


4. Volunteer Support 
Working with the team to ensure a high quality of advice and service provision to RDA Groups and volunteers to ensure that they are able to recruit manage and retain volunteers.  In particular by:

a) Developing new and improved forms of supporting volunteers;
b) Ensuring that existing support is relevant and up to date;
c) Overseeing the delivery of the RDA UK Leadership programme;

d) Overseeing the RDA’s Safeguarding work and acting as the Lead Safeguarding Officer.

5. Support for, and development of, Member Groups

Ensuring that RDA is able and ready to support all Member Groups’ enquiries to the best of our ability by:

a) Overseeing the annual, accurate updating of policies, through the Operations Manager.

b) To ensure the “MyRDA” website is kept up-to-date

c) Overseeing all Group Support services.

6. Regional Development and Planning

In liaison with the Senior Management Team, contributing to the development and planning of Regional activity.  In particular by:

a) Ensuring that the delivery of services by regional teams meets the needs of RDA;
b) Contributing to the strategic planning to adapt and improve Regional structures

c) Considering and implementing the development of services to meet these needs. 

7. Representing RDA Externally

To deputise for the Chief Executive in representing RDA important, meeting and/or presentations when needed
8. To be pro-active in communicating with RDA Groups:

a) listen to the achievements and / or concerns of individual groups

b) explain the ways in which National Office can support and enable each group to flourish

c) visit groups to observe good practice

d) seek to publicise more widely the best of what is achieved

9. To assist others at National Office:

a) attend and service the National Championships

b) participating in the weekly rota
To undertake such other duties as the Chief Executive shall from time to time determine. 

Person specification

	Criteria
	Essential
	Desirable

	Management
	· Project Management

· Experience of strategy policy development and implementation

· Experience of working to deadlines and budgets

· Experience of planning within a complex organisation.

· Experience of managing a team
	· Experience of reviewing and adapting plans

	Communication
	· Excellent communication skills

· Experience of representing an organisation to external bodies
	· Experience of delivering training

	RDA
	· Empathy with aims and values of RDA

· Experience of working with volunteers
	· Some knowledge of equestrian world

· Some knowledge of disability

	General 
	· Ability to work independently to agreed targets

· Generation of creative ideas 

· Computer literacy

· Ability to multi-task
	· Use of databases


 
ADDITIONAL INFORMATION

Role details

· The role is full time (35 hours per week) and is offered as a permanent contract.

· The salary offered is £50,000 - £55,000 (depending on experience) + benefits (Pension, PHI, death in service).

· The role is office based at Lowlands Equestrian Centre, Shrewley (approx 5 miles to the west of Warwick).

· The post holder will  be required to visit participating centres, partner organisations, schools, colleges, etc.
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