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JOB DESCRIPTION  

Job Title: General Manager 

Reports to: Stuart Griffith, Operations Director 

Location: Working from home, with venue visits and external meetings as required 

Date: Full time 

Hours:  40 hours each week September to April inclusive  
25 hours each week May to August inclusive  

Salary: £32,850 per annum, equivalent to an hourly rate of about £18 per hour 

KEY PURPOSE OF THE JOB  

 

To ensure the smooth operation and coordination of the Winter Night Shelter activities, with particular 
responsibility for operational matters. 
 

ACCOUNTABILITIES  

Key Accountabilities 

Overall WNS coordination 
1. Coordinate all activities to ensure the overall goals of the Winter Night Shelter are met. 
2. Drive forward the entire Winter Night Shelter activity, leading and motivating as necessary. 
3. Manage the interfaces between departments, ensuring effective coordination between departments. 
4. Addressing interdepartmental problems, leading and resolving as necessary. 
5. Motivate all teams and represent the trustees at the highest levels. 
6. Represent the Winter Night Shelter and present on its behalf where needed. 

Planning and project management 
7. Plan the strategy for the entire Winter Night Shelter, proposing seasonal priorities. 
8. Project manage multi-department changes to ensure effective delivery where multiple departments. 

are involved e.g. Annual volunteer training and achievement of the Quality Mark certification. 

Operations 
9. Ensure provision and availability of sufficient venues for the days and hours required. 
10. Line manage all Operations activities including Venue Team Leaders, Café Team Leaders, the 

Operations Assistant, all Operations volunteers, Locker Attendants and other Specialist Volunteers. 
11. Recruit volunteers with the assistance of the Communications Manager and Operations Assistant. 
12. Work with Communications Manager and others to produce training material and to provide training 

for volunteers. 
13. Approve expenses incurred by all operational activities including venues, the café and direct reports. 
14. Ensure that venues have adequate supplies of bedding and other essentials to operate. 
15. Ensure there is adequate storage available for bedding and other key equipment. 
16. Arrange transport contracts and liaise with the transport company to ensure there is transport 

available for guests from the café to the venues and return, and where necessary the transport of 
centrally stored bedding to venues on a weekly basis. 

17. Work closely with the Welfare Manager, Communications Manager and others to ensure the smooth 
running of Operations. 
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18. Work with colleagues to plan and implement the project start up and close down processes. 
19. Liaise with venues to check all relevant Risk Assessments have been carried out.  
20. Ensure good communication & relationship with each of the venue coordinators and issues raised are 

resolved promptly. 

General 
21. Authority to make decisions for the smooth running of the activities and to purchase necessary items in 

line with delegated authorities. 

 
KEY SKILLS/KNOWLEDGE/EXPERIENCE 

 

 
Leadership and people management 

 Strong leadership skills, with the breadth to handle and juggle multiple simultaneous disciplines. 
    Ability to delegate and to leverage the skills of others rather than doing everything themselves. 
    The ability to motivate others and to get the best out of a team. 
    Able and willing to take ownership of problems and resolve them to a satisfactory conclusion within 

predetermined time frames. 
 Significant previous experience of substantial line management across multiple disciplines. 

 
Strategy 

 Strong organisational and planning skills. 
 The ability to think strategically and to coordinate across multiple systems and activities. 
 The ability to analyse and to plan both the big picture and the detail. 

 
Personal drive and enthusiasm    

 A high level of drive and enthusiasm. 
     Self-motivated with the ability to work within a pressurised environment whilst maintaining focus on 

personal and company objectives.  
 
Project management 

 Project management skills with the ability to drive things into being across multiple disciplines. 
 
Operational management 

 The ability to lead operational planning and implementation. 
 The ability to lead large numbers of volunteers and staff effectively 
 Previous experience in the field of significant scale Operations (preferable). 

 
Communication skills 

     Excellent communications skills at all levels with all types of people. 
     Articulate and able to present well. 
     The ability to produce good quality proposals and reports. 

 
Financial 

 Ability to understand accounts, to draw conclusions and identify actions from them 
 Numerate 

 
General 

 Compassion for the guests of the Winter Night Shelter 
 GCSE or equivalent English Language and Mathematics (as a minimum). 

 


