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Role profile: Charity Operations Manager 
	Role title: 
Charity Operations Manager

	Line Manager: 
BVA Policy and Governance Director
 
(this role also includes close working with the Chair and Board of Trustees)


	Team: 
BVA Animal Welfare Foundation
	

	Purpose of role: 
Coordinate and manage the activity of BVA Animal Welfare Foundation, working closely with the Trustees to ensure the charitable objectives are achieved.
 
Optimise AWF’s position as BVA’s charity to raise the profile, maintain relevance, and fundraise.


	Key responsibilities: 
Effective management of the charity ensuring appropriate use of resources to deliver on AWF’s strategy.
Work closely with BVA colleagues across Media, Digital and Marketing to ensure clear and regular communication of AWF’s aims, outputs and impact.
Work with Trustees to set the annual budget, and with the BVA Finance Manager to ensure appropriate oversight and reporting of income and expenditure throughout the year.
Lead on the implementation of a focused fundraising strategy.
Build strategic relationships with key stakeholders to continually raise the profile of AWF to support fundraising activity.
Collaborate with the Grants Committee to facilitate the funding of UK-relevant research which improves understanding of animal welfare issues, including necessary administration and tracking.
Work closely with BVA colleagues in the Policy Team to inform AWF research calls and ensure that where possible, research informs BVA policy development.
Oversee planning of the annual Discussion Forum, working with the Education Committee and BVA Events team on delivery, and with Education Committee and the BVA policy team to ensure programming is topical and likely to encourage constructive debate.
Work with the Education committee, BVA Events team and others to identify opportunities to engage with key audiences and disseminate insights from animal welfare research.
Work with the Education Committee to plan and disseminate a suite of education resources on animal welfare through a range of channels to key audiences.
Provide the secretariat for Trustee meetings and collaborate with the Chair of Trustees to ensure those meetings are well-informed, focused, and with clear outcomes/actions.
Act as the point of contact for AWF’s legal advisers and land agents and proactively ensure that Trustees have the information they need to oversee the management of AWF’s assets.
Produce reports for the Trustees, BVA Board and Charity Commission as required. 
Explore collaborations with other organisations to support the achievement of AWF’s strategic aims. 
Undertake other duties as required by the BVA Policy and Governance Director and/or Chair of Trustees, including leading internal meetings and processes and representing BVA AWF at external events.



	People management: 
Currently there are no direct line management responsibilities. As the charity develops it is likely that line management responsibilities will become part of this role
External liaison with key stakeholders including the veterinary professions, academics, and sponsors. 

	Financial resources: 
Manage the budget allocation to deliver AWF’s charitable objectives.
Advise Trustees on budgetary requirements and support annual budget setting.
Process invoices and Trustee expenses.

	Knowledge, skills, and expertise:
Essential
Management experience within the charitable sector 
Experience of working with a board of trustees
Experience of successful implementation of a charity strategy 
Excellent communication and interpersonal skills and ability to convey complex messages in a concise and effective manner 
Strong organisational skills, including the ability to prioritise, and work to strict deadlines
Experience of setting and managing budgets
Desirable
Experience of a variety of fundraising activities
Experience of event planning
Knowledge of charity governance
Ability to establish cross-organisational collaborative relationships 
Ability to work independently

	Other information:
Attendance at external events, including occasional overnight stays within the UK, is required.
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