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PERSON SPECIFICATION
Operations Manager
Vacancy Ref: NXXX

	Criteria
	Essential/ Desirable
	Application Form / Supporting Statements/ Interview

	To convey an appropriate rationale and interest in applying for this particular post. 
	Essential

	Supporting Statements
Interview

	Experience of managing operational services within a complex organisation in a high-volume, deadline-driven environment. Including overseeing core operational processes such as finance administration, HR processes &resource planning.
	Essential
	Application Form
Interview

	Experience of line managing and developing staff, including setting performance standards, managing performance, workforce planning and supporting professional development.
	Essential
	Supporting Statements
Interview

	Experience of providing leadership across multiple teams to ensure consistent practice, effective performance monitoring, risk management and continuous improvement
	Essential
	Supporting Statements
Interview

	Experience of supporting and implementing organisational change initiatives, ensuring continuity of service and effective communication
	Essential
	Supporting Statements
Interview

	Excellent communication skills (oral and written) including careful attention to detail
	Essential
	Application Form
Interview

	Ability to build successful working relationships with a diverse range of people and to inspire trust
	Essential
	Interview

	Ability to work flexibly and adapt to changing priorities, managing competing demands effectively
	Essential
	Interview

	High level of IT literacy, data management, analytical and report writing skills
	Essential
	Supporting Statements
Interview

	Commitment to professional development and willingness to undertake training relevant to the role
	Essential
	Interview

	Understanding of risk management processes and experience supporting the development and monitoring of operational risk registers
	Desirable
	Interview

	Experience of cross-faculty or cross-departmental operational coordination
	Desirable
	Interview



· Application Form – assessed against the application form, curriculum vitae and letter of support. Applicants will not be asked to answer a specific supporting statement. Normally used to evaluate factual evidence e.g. award of a qualification. Will be “scored” as part of the shortlisting process.  
· Supporting Statements - applicants are asked to provide a statement to demonstrate how they meet the criteria. The response will be “scored” as part of the shortlisting process. 
· Interview – assessed during the interview process by either competency-based interview questions, tests, presentation etc.
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