

[image: ]

Job Description
Job Title: 		Operational Assistant
Reporting To:	Divisional Business Manager
Location:	National – Home Based.
Job Overview
The Operational Assistant provides high‑quality administrative, operational, and coordination support to the Senior Management team and wider divisional teams. The role ensures smooth day‑to‑day operations, effective implementation of divisional initiatives, and strong organisational planning. By acting as a central point of contact, the Operational Assistant strengthens the Division’s ability to deliver its objectives efficiently and consistently. 
The ideal candidate will be a proactive and organised individual with exceptional communication skills and the ability to thrive in a fast-paced environment.
Job Responsibilities:
The Operational Assistant plays a vital role in ensuring the Division operates smoothly, communicates effectively, and delivers on its priorities. By providing reliable support and coordination, the role enhances the Division’s capacity to anticipate needs, respond to challenges, and achieve successful outcomes. 
Location: 	Home based with expectation to travel nationally 				and to the Salutem Head Office
Hours: 	40 (Full-Time)
Key Responsibilities:
1. Administrative Support
· Manage diaries, meetings, travel arrangements, and general correspondence for Divisional Directors and Senior Managers. 
· Prepare reports, presentations, briefing papers, and documentation to support divisional activities.
· Maintain accurate records, databases, and filing systems.
· Support budget monitoring, procurement processes, and financial administration.
· Respond to internal and external enquiries in a timely and professional manner.

2. Operational & Coordination Support
· Act as a central coordination point for Divisional projects, activities, and communications.
· Track progress against divisional work plans, highlighting risks, delays, or resource needs.
· Support the rollout of new systems, processes, and initiatives across the Division.
· Liaise with internal teams and external partners to ensure alignment and smooth delivery.
· Organise Divisional events, workshops, and meetings, including logistics and follow‑up actions.
3. Planning & Implementation
· Contribute to the development of Divisional plans, timelines, and strategic priorities.
· Gather and analyse information to support decision‑making and forward planning.
· Assist with risk assessments, resource planning, and performance monitoring.
· Prepare planning documents, summaries, and progress updates for leadership.
· Ensure actions from planning sessions are tracked and completed.

4. Communication & Stakeholder Engagement
· Support clear and consistent communication across the division.
· Draft internal updates, newsletters, and briefing notes.
· Build strong working relationships with colleagues, partners, and stakeholders.
· Ensure information flows effectively between divisional teams and central functions.

Requirements:

· Experience in administrative, coordination, or operational support roles

· Experience supporting senior leaders or multi‑site teams

· Familiarity with project coordination or planning processes

· Experience in the relevant sector (public, charity, corporate) is beneficial

· Strong IT literacy and comfort with digital systems

· Understanding of social care operations, legislation, or commissioning.

· Ability to communicate insights clearly to senior leaders and frontline staff.

· Excellent organisational and time management skills, with the ability to prioritise tasks and meet deadlines.
· Strong attention to detail and accuracy, with proficiency in proofreading and editing.
· Exceptional written and verbal communication skills, including the ability to interact professionally with individuals at all levels.
· [bookmark: _Hlk218006282]Proficiency in Microsoft Office suite, particularly Microsoft Excel with the use of formulas to analyse information.
· Ability to maintain confidentiality and exercise discretion when handling sensitive information.
· Flexibility to adapt to changing priorities and work independently with minimal supervision.
· Car Driver with ability to Travel across the Division providing support where / when required.
Our Values
-We are Supportive by promoting opportunities for everyone so they can reach their full potential
-We are very Ambitious to provide the best possible outcomes for the people who use our services
-We are Loyal because we put the people that we support and our staff at the center of everything we do, and we deliver on our promises. We also are committed to ensuring that our services are meeting the needs of all stakeholders.
-We are Unique because we are ambitious and innovative about the diversity of the services that we provide without compromising quality
-We are Transparent by being open, honest and fostering a culture of mutual respect. We promote a culture where we learn by our experiences, and we are committed to doing things better and setting the highest standards in what we do.
-We are Engaging because we work in partnership with the people that we support, our staff and all our stakeholders
-We encourage everyone to experience a Meaningful life by being aspirational and by offering opportunities

This job description should not be seen as all encompassing, and the post holder will be expected to undertake any other responsibilities appropriate to the post as identified by the company.
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