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Job Description

Job Title: Office & Operations Coordinator
Salary: £28,538 pro rata plus 5% pension
Hours: 16 hours per week, to be worked over 3-5 days — flexible

depending on candidate

Location: Our premises at 2 Rosebank Road, LS3 1HH

Annual Leave: 7.2 weeks pro rata

Accountable to: Members, Management Committee and Staff Team
Partnerships: N/A

About the Role:

To work closely with the staff team to support the core functions and day-to-day running of
HPS.

Organisational Responsibilities for all staff members:

Connect

e To work and communicate constructively with the staff team, Volunteers,
Management Committee, and our membership to “Improve people’s health and
wellbeing through improving the environment” by following our 5 principles
(Connect, Be Active, Keep Learning, Take Notice and Give).

e To enable the Management Committee to effectively govern the organisation by
sharing relevant information and impact through management reports attendance at
Management Committee meetings (when required), and our Annual General
Meeting.

Be Active
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To participate in regular staff and planning meetings (share minute taking and
facilitating) and attend any ‘Away Days’.
To support with maintaining the HPS premises, tools and equipment.

Keep Learning

To be committed to personal development through 1-1 supervisions, annual
appraisals, training and other opportunities.

To respond to and support the organisation’s continuing development guided by its
Strategy.

Take Notice

Give

To read, heed and support the creation and implementation of all HPS policies and
procedures, and carry out your role to the best of your ability to maintain HPS’s
excellent reputation.

To work to the best of your ability to ensure HPS maintains its excellent reputation
and is able continue delivering a high quality of work.

To be flexible and adaptable to meet the changing needs of HPS and the
communities we serve, whilst staying true to our aims and principles.

To support each other's wellbeing at work.

Other organisational responsibilities:

To be deputy Data Protection Officer for HPS.

Office Coordinator responsibilities:

Act as the first point of contact for most HPS enquiries, including managing the
info@hydeparksource.org email address, phone calls and in-person enquiries.

Act as meetings secretary, including preparing agendas, servicing, taking minutes
and action planning for volunteer, staff and Management Committee meetings.
Support with accurate staff record-keeping including time logs, TOIL, training, leave
and DBS.

Support with the Sickness Absence Procedure and be the point of contact for staff
sickness.

Lead on the implementation of data protection procedures for the organisation,
supporting staff to follow our Data Protection Policy.

Lead on the onboarding of new staff and coordinate inductions with the staff team.
Support with processing project expenses and receipts, in line with our Finance
Policies and Procedures.

Work with the Core Management Team to track our grant funds, ensuring our
funding timeline is monitored, and key dates and documents are logged.

Support with the upkeep and maintenance of the HPS premises, assets and supplies,
and to act as ‘caretaker’ for the building.



e Support with Health & Safety practice at within our office and out on sites, including
routine checks of first aid kits, risk assessments, fire and gas safety.

e Oversee the bookings and use of HPS equipment and office space, by staff and
partner organisations.

e Support with bookings of Corporate Volunteers.

e Work with the staff team to support the organising and staffing of larger Volunteer
events, staff away days and wellbeing activities.

e  Work with our IT support service and staff team to support our communication and
digital storage systems.

This provide a framework for the role and should not be regarded as a definitive list. Other
reasonable duties and responsibilities may be required consistent with the salary level and
position of the role within Hyde Park Source.

Additional information

Working at Hyde Park Source

We are a community-based organisation and regular interaction with staff, Volunteers and
partners is an expectation of all roles in line with our Principles and Pathways, and the
requirements of the role.

We expect the hours to be worked over 3-5 days during the hours of 9-5, for example 10-2
Tue-Fri or Mon-Thu, but are flexible as to how this may work best depending on the
candidate.

The role will be primarily based at our premises at 2 Rosebank Road, LS3 1HH. We are open
to discuss flexible working for some parts of the role once established.

This is a new role and we anticipate that the focus of responsibilities will evolve over time;
for the first 6-12 months we expect a lot of focus will be in system development (creating
streamlined processes for some of the above) and then move towards more day-to-day
maintenance and operations, working with other staff to support the core functions of how
we run, with opportunity to develop the role further.

We will continue to work with you to support your development at Hyde Park Source and
there will be potential for expanding this role, depending on the strengths and interest of
the successful candidate. Opportunities include staff support and HR, corporate volunteer
coordination, impact or strategic development.

Disclosure and Barring Service (DBS) Check

This post is subject to a Disclosure and Barring Service (DBS) check. The level of check
required for this role is basic, as the role involves some working with vulnerable adults in a
group/event setting and access to personal data of families and children on our database.



