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	Operations Manager & Executive PA



Salary: c£40,000 Dependent Upon Experience (Full Time equivalent salary)

Working Hours: Part time, 21 hours a week (on site)
Location: Liverpool City Centre 
Contract Type: Permanent
Reports to: CEO
Line Reports: N/A

About us
Community Foundations for Lancashire and Merseyside (CFLM) is a leading local charity that connects people, businesses and partners with the grassroots projects making a real difference across our region. We manage charitable funds, support community initiatives, and drive meaningful, measurable impact across Lancashire and Merseyside. Our mission is simple: strengthen communities, empower local people, and create lasting change where it’s needed most.
Role Summary
This role brings together operational leadership, executive support, and administrative coordination. You will ensure the organisation runs efficiently day-to-day while also driving longer‑term improvements that support CFLM’s strategic goals - including achieving annual surpluses and meeting ambitious income targets.
As the operational lead, you will work closely with colleagues across all departments and manage key relationships with external providers in HR, IT, and facilities. You will also play a central role in governance processes and provide high‑quality administrative support to the CEO and Deputy CEO.
Projects you will lead on include completing UKCF Quality Assurance and implementing the UKCF CRM (Salesforce) system.

Key Responsibilities
1. Human Resources
Manage the contract and relationship with external HR service providers.
· Maintain up‑to‑date HR and Health & Safety policies, ensuring best practice and legal compliance.
· Support CEO in ensuring GDPR compliance. 
· Support line managers with disciplinary, grievance, redundancy and other HR processes.
· Oversee performance management, training and organisational development activity.
· Lead recruitment and induction processes.
· In conjunction with external HR consultancy prepare and issue employment documentation (e.g., contracts, variations).
· Manage BreatheHR records, including annual leave, personnel files and company documentation.
· Organise annual away days and monthly team meetings.

2. IT & Facilities
· Manage external IT support to ensure systems, networks, printers and databases remain secure and operational.
· Act as an IT Super User, overseeing day‑to‑day troubleshooting and coordination, or be able to secure quick and efficient external support with providers. 
· Administrate the organisation’s Microsoft 365 environment.
· Ensure smooth running of the office, equipment and facilities.
· Work with the Senior Management Team to develop AI policies and coordinate staff training.
· Support cyber‑security best practice in partnership with third‑party specialists.
· Manage office supplies and maintain a safe, well‑organised working environment.
3. Governance
· Coordinate quarterly Board meetings and the AGM, including preparing agendas, collating papers and taking minutes.
· Build positive relationships with Trustees and support Board subcommittees and advisory groups.
· Lead Trustee recruitment and induction processes; maintain Trustee records.
· Support the Finance Director with annual statutory submissions to Companies House and the Charity Commission.
· Ensure CFLM meets UKCF Quality Accreditation standards.

4. Executive Support to CEO & Deputy CEO
· Provide proactive, high level administrative and organisational support to the CEO and Deputy CEO.
· Manage diaries, appointments and confidential communications.
· Arrange travel and accommodation.
· Prepare agendas, briefing materials, presentations, funding proposals and agreement documents.
Additional Expectations
· Availability for occasional evening or weekend work (time off in lieu provided).
· Attendance at training, events and external meetings, sharing learning across the team.
Person Specification
Essential Experience, Knowledge & Skills
· Minimum 3 years’ experience in a management or highly operational role.
· Experience working across multiple departments.
· High IT literacy, particularly in Microsoft 365 administration.
· Experience supporting Directors / senior leaders.
· Practical HR experience supporting line managers.
· Understanding of governance processes and Board/committee administration.
· Excellent written communication and exceptional accuracy.
· Strong organisational and time‑management skills. 
· Highly organised with strong multitasking and prioritisation abilities.
· Strong attention to detail and analytical thinking.
· Self‑motivated, confident and proactive.
· Excellent interpersonal and communication skills.
· Able to work independently and “hit the ground running”.

Desirable Experience, Knowledge & Skills

IT qualification (e.g., CompTIA, Microsoft Learning).
Experience using Salesforce or another CRM.
Knowledge of facilities management.

Benefits:
Pro rata 30 days holidays a year / pension / friendly team / new office facilities

How to Apply
Please submit:
1. Your CV plus
2. A covering letter (maximum two pages) outlining how you meet the role requirements

Send your application to Karen Morris at karen.morris@cflm.org.uk  by 5pm on Friday 6 February 2026.
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