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Description automatically generated]JOB DESCRIPTION
Job title: 		OPERATIONS MANAGER
Reporting to:		Head of Estates and Operations
Responsible for:	Senior Maintenance Operative and multiple Maintenance and Grounds Operatives.
Hours:			37 hours per week 
Grade/Salary:	SCP 24 – 28 Currently £35,412 to £39,152 per annum 
Location:	Office based at Witney Town Hall, Market Square, with regular travel to Council sites as part of the role. Transport will be provided for work-related travel only.
Job Summary: 
The post holder will lead, manage and continuously improve the delivery of high-quality operational services across Witney Town Council’s recreational grounds, play areas, sports grounds, cemeteries, council buildings and wider estates and property assets.
Will proactively ensure all services are delivered efficiently and safely, professionally and respectfully, in full compliance with UK legislation, council policies and procedures, Acts and regulations.


Key Responsibilities
Operational Management
· Manage day-to-day operations across:
· Recreational grounds and open spaces
· Children’s play areas and outdoor fitness equipment
· Sports grounds, pitches and fine turf bowls greens
· Seasonal floral displays, planters, hanging baskets and landscaped features
· Street furniture including benches, bins, signage and shelters
· Trees, hedgerows and landscaped areas
· Cemeteries, burial grounds and memorial areas
· Council buildings maintenance
· Estates and property grounds

· Responsible for the effective day-to-day management of the Council’s grounds maintenance depot, including staff supervision, resource allocation, health and safety compliance, and ensuring all works are delivered to agreed quality, cost, and service standards.
· Ensure all sites are maintained to agreed standards of safety, dignity, presentation and accessibility.
· Develop and manage planned, cyclical, seasonal and reactive maintenance programmes.
· Respond effectively to emergencies, public safety issues and adverse weather conditions.
· Act as the primary link between the operational team and senior management to promote effective communication and collaboration ensuring the Council works as one team.
Building Maintenance
· Managing building inspections, records, and filings co-ordination.
· Preparing planned maintenance, refurbishment and major component replacement schedules.
· Ensuring reactive maintenance is prompt and efficient.
· Assessing contractor support as required whilst following the council’s procedure when managing contractors.
Civic Duties & Events
· Support civic occasions, commemorations and public events, including set-up, breakdown and site readiness.
· Liaise with internal teams, event organisers and external partners to ensure safe and effective event delivery.
· Being available to work at large events, including Remembrance Sunday and the Christmas lights switch-on.
Resource Planning & Work Allocation
· Ensure adequate staffing, equipment and materials are available to deliver all planned, programmed and reactive works.
· Plan, prioritise and allocate works to teams and supervisors based on skills, competence and service demands.
· Develop rotas, seasonal programmes and on-call arrangements.
· Monitor productivity and service quality, and report KPI’s to your manager.
· Supporting the Biodiversity and Green Spaces officer with a variety of maintenance tasks, including fencing, bank stabilisation, tree works, and habitat creation.


Cemeteries & Burial Services
· Take operational responsibility for the safe, dignified upkeep of cemeteries and burial grounds.
· Ensure compliance with UK burial legislation and council burial regulations, including:
· Local Authorities’ Cemeteries Order 1977
· Burial Act 1857
· Oversee grave preparation, memorial works, memorial safety inspections and burial records.
· Ensure cemetery operations are carried out sensitively and professionally.
People Management
· Lead, motivate and manage operational teams, supervisors and team leaders.
· Carry out appraisals, performance management and training needs assessments, as well as other people management processes as they arise that will include sickness absence monitoring, return to work interviews, annual leave, staff behaviour and conduct.
· Promote a strong safety culture and high standards of council duties.
Health, Safety & Compliance
· Ensure full compliance with Health & Safety legislation and council procedures.
· Oversee statutory inspections of play equipment, trees, memorials, buildings, street furniture and machinery.
· Investigate accidents, incidents and near misses and implement corrective actions.
· Ensure all staff are appropriately trained, qualified and competent to carry out their duties safely and effectively.
· Identify training needs through appraisals, performance reviews, incident investigations and operational requirements.
· Ensure mandatory training, refresher training and role-specific certification are completed and kept up to date.
· Maintain accurate training and competence records for all staff and supervisors.
· Ensure only authorised and competent staff operate plant, machinery, equipment and vehicles. 
· Ensure that suitable Personal Protective Equipment (PPE) is identified, provided, maintained, and correctly used by employees to control workplace health and safety risks.
· Maintain full awareness of, and support the implementation of, the Council’s Emergency Planning and Business Continuity arrangements

Equipment, Plant & Safe Systems of Work
· Ensure the correct type of tools, plant, vehicles and machinery are specified, provided and maintained for all operational activities.
· Ensure compliance with PUWER, LOLER and HSE guidance.
· Ensure operatives are trained, competent and authorised to use equipment.
· Oversee equipment inspections, servicing, defect reporting and replacement programmes.
· Ensure risk assessments, method statements and safe systems of work are implemented and monitored.
Financial & Contract Management
· Manage operational budgets and ensure value for money.
· Support procurement and management of contractors and specialist services aligned with council policies and procedures.
· Monitor contractor performance against KPI’s and service level agreements.
· Manage contractor vetting and registers maintaining strong professional relationships.
Seasonal Displays
· Plan, deliver and maintain high-quality seasonal floral displays that enhance civic pride and public spaces.
· Work with the Climate & Biodiversity Committee to ensure planting schemes align with the Council’s environmental priorities.
· Coordinate planting schedules, procurement of plants and materials, and ongoing maintenance.
Asset, Environmental & Records Management
· Maintain accurate asset registers, equipment records, burial records and maintenance documentation.
· Support biodiversity, sustainability and environmental improvement initiatives.
Customer & Stakeholder Engagement
· Act as a key operational contact for councillors, internal teams, contractors, funeral directors and the public, by establishing and maintaining good, respectful relationships.
· Manage enquiries, complaints and sensitive issues professionally and compassionately.
· Actively foster and develop relationships with third-party organisations and the voluntary sector to enhance Witney as a positive place to live, work and visit

General
· Taking responsibility for personal conduct, including timekeeping, professionalism, respectfulness and behaviours to comply with the council’s values.
· Acting as the appointed person for basic first aid, maintaining fully stocked first aid boxes within the Works Department, and holding (or being willing to obtain) the First Aid at Work course.
· Participating in call-outs and out-of-hours work when required due to vandalism, public safety concerns, or property security issues.
· Responding to members of the public in a professional and courteous manner.
· Maintaining accurate records for vehicles, plant, and staff timesheets.
· Taking part in additional training as identified and demonstrating a commitment to continuous professional development.
· Undertaking any other duties associated with the Council’s operational activities, as directed, that are commensurate with the role.
· Providing instruction and guidance to trainees, temporary staff, volunteers, and work-experience students as required.
· Attend meetings of outside organisations when necessary, and as directed by the Head of Operations.
· Attend Council/Committee meetings as directed by the Head of Operations.
Strategic & Continuous Improvement
· Contribute to service planning, policy development, operational strategy, and any future devolution discussions.
· Identify opportunities for service improvements, efficiencies and innovation.
· Support audits, inspections and service reviews.
Fairness and Dignity at Work
Actively support and adhere to the Council’s Dignity at Work policy, helping to eliminate discrimination and promote a fair, positive, and productive working environment in line with statutory requirements and good employment practice.
Note: This job description is intended to outline the main areas of responsibility for the post holder. Duties may be amended from time to time to meet service needs, without altering the overall level of responsibility associated with the grade of the post.


PERSON SPECIFICATION
Knowledge, Skills & Experience

Essential

· Proven experience working in a management role within the work areas relating to this post. 
· Strong experience of resource planning, work allocation and operational scheduling.
· Practical knowledge of equipment, plant and machinery used in grounds and estates services.
· Strong understanding of Health & Safety legislation including PUWER and LOLER.
· Experience in managing budgets and expenditure. 
· Excellent leadership, organisational and communication skills.
· Able to work effectively both as part of a team and independently with minimal supervision.
· Experience managing staff to coach, mentor and maximise productivity.
· Experience delivering seasonal planting and floral display programmes.
· Practical knowledge of building maintenance, M&E systems and general repairs.
· Physically capable of undertaking manual and practical duties as required.
· Availability to respond to out-of-hours emergencies and occasional evening and weekends if required.
· Flexibility to support civic and public events.
· Participation in emergency and adverse weather response.
· Willingness to undertake additional training or gain further work-related qualifications as required.
· Good understanding of the various Data Protection and GDPR Acts

Desirable

· Experience within a UK local authority environment.
· Knowledge of burial legislation and bereavement services.
· Relevant professional memberships (e.g. ILAM, BALI, ICCM, IOSH).
· Experience supporting civic and public events.

Qualifications

Essential

· Full UK driving licence.
· Good standard of general education
· Relevant management or technical qualifications.

Desirable

· IOSH Managing Safely or equivalent.
· ICCM qualification in cemetery or bereavement services.
· NEBOSH or higher-level Health & Safety qualification.
· First aid at work qualification.

TERMS & CONDITIONS OF EMPLOYMENT

Post Title:			Operations Manager 
Salary Grade:	SCP 24 – 28 Currently £35,412 to £39,152 per annum 
Place of Employment:	Office based at Witney Town Hall, Market Square, with regular travel to Council sites as part of the role. Transport will be provided for work-related travel only.
Hours of Work:	37 hours per week (flexibility is required as some evenings and weekend work will be required, and on-call/call-out)
As part of the Open Space Strategy the Council operates some of its services at weekends there may be a requirement for the post holder to either work at weekends or work additional hours, for which the relevant renumeration will apply.
Employment Status:		Permanent
Pay Period:			Monthly
Pay Arrangements:		Salary will be paid by BACS into a bank or building society account, on or before 25th of the month.
Allowances:			Casual user car rates at NJC approved rates.
Annual Leave:	24 working days, rising to 29 working days after 5 years continuous Local Government Service (plus 1 extra statutory day at Christmas) plus Bank Holidays.
Pre-employment checks: 	Any offer of employment will be subject to two satisfactory references being received (one from the present or previous employer), and satisfactory DBS check
The Council reserves the right to arrange a medical check
Probation Period:		Six months
Notice Period:	The appointment is subject to one months’ notice on either side
Conditions of Service:	Unless specified to the contrary, the National Joint Council for Local Government Services, National Agreement on pay and conditions of service.
Pension Scheme:	Employees with a contract of employment for three months or more are eligible to join the Local Government Pension Scheme which is administered on behalf of the Town Council by Oxfordshire County Council.  In view of this arrangement the Town Council does not provide a facility for Stakeholder pensions.
Contributions range from 5.5% - 12.5% of whole-time equivalent salary plus pensionable allowances and are assessed annually in accordance with the Council’s Pensions Policy Statement.  Further information on the Local Government Pension Scheme available from: https://www.lgpsmember.org/thinking-joining.php 
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