
 

 

   
OPERATIONS MANAGER 

VACANCY PACK 
 

 
 
 
This pack contains all the information you need to apply, including: 
 
 
 
APPLICANT LETTER 
Details on how to apply plus closing date and interview date(s) 
 

USEFUL INFORMATION 
Details on our Diversity Policy statement, how we use CVs, expenses, shortlisting and 
pre-employment checks and UK Identification requirements 
 

JOB DESCRIPTION 
A breakdown of the vacancy, including the purpose of the job, requirements and 
responsibilities 
 

PERSON SPECIFICATION 
A list of criteria that potential candidates should aim to meet 
 

APPLICATION FORM 
Applicants are encouraged to complete electronically and return by e-mail.  Please 
just return the completed application form and your CV.  Please do not include the 
first five pages of this job application pack with your application. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

 



 

 

 
 
 
 
 
 
 
Dear Applicant 
 
Operations Manager  
 
Salary:  £35,000 - £45,000 per annum (depending on experience) + 7% pension 
contribution.  
 
Hours: 35 hours per week over 5 days. Other flexible or part time arrangements will be 
considered. 
 
Contract: Permanent  
 
Location: Chesham, Buckinghamshire. 
 
Thank you for your enquiry regarding our advertised vacancy for an Operations Manager. 
An application form is enclosed, together with a job description and person specification. 
 
If you require any further information about this position, please contact me. 
 
Please complete the enclosed application form electronically.  Please refer to the person 
specification when completing the form.  Your completed application form should clearly 
describe how you meet each of the criteria that have been identified as being necessary for 
this post as this will form the basis of shortlisting candidates.  Please enclose your CV, as 
it may be referred to for supplementary information; however, please ensure that all the 
questions asked on the application form are fully answered. 
 
Completed forms should be returned by email to jobs@waterways.org.uk. 
 
We will be processing applications as we receive them. The closing date for 
receiving completed application forms is 9am on Monday 5th September 2022. 
 
As a charity, we try to keep our administrative costs to a minimum and therefore we shall 
only be able to advise unsuccessful candidates by e-mail. It is not our policy to discuss 
reasons for shortlisting individual applicants.  
 
We look forward to receiving your application in due course. 
 
 
Tracy Higgin  
Administration Manager 
 
tracy.higgin@waterways.org.uk 
01494 783 453  
 
 
 



 

USEFUL INFORMATION 
 
DIVERSITY POLICY STATEMENT 
IWA aims to ensure that all staff, volunteers, partners, clients, contractors, members and the 
general public are treated fairly.  This will be regardless of sex, sexual orientation, gender re-
assignment, marital or civil partnership status, race (including colour, nationality, ethnicity, 
or national origin), disability, medical status, age, religion or belief, political opinion, social 
or economic status, or ex-offender status - unless it can be shown to be justified 
 
USE OF CURRICULUM VITAE (CV’S) 
Our policy is to recruit and employ our employees on the basis of their suitability for the 
work to be done.  An application form allows us to compare individuals based on like for like 
information and as such we do not accept a CV unless accompanied by a fully completed 
application. 
 
SHORTLISTING 
IWA is an equal opportunities employer, and we are committed to ensuring all applications 
are treated fairly. Applications are sought only from those eligible to work in the UK in the 
first instance. 
 
All applications are subject to our shortlisting process where we only assess information 
provided against the Person Specification.  If you are shortlisted, we will contact you and 
invite you to attend an interview.  You will also be advised at this point if there will be any 
skills test, presentations etc. 
 
We will endeavour to advise you by e-mail if you have not been shortlisted.  If this is the case, 
please do not be discouraged from re-applying as your skills and experience may be just what 
we need for our next vacancy.  We also have a number of volunteering opportunities across 
the organisation. 
 
EXPENSES  
IWA will cover the cost of travel expenses for attending the interview up to maximum of £50. 
Receipts will be required to process expenses.    
 
PRIVACY STATEMENT  
IWA will retain your application form and the personal data contained therein for the 
duration of employment of the successful candidate plus a maximum of 6 years, to satisfy 
legal requirements.  Applications from unsuccessful candidates will be securely destroyed 
within six months of the closing date for applications. 
 
PRE- EMPLOYMENT CHECKS 
All offers of employment are made subject to the following criteria: 
 

● Proof of eligibility to work in the UK 
● Proof of UK Residency 
● Satisfactory Pre Employment Health Check 
● Two references satisfactory to the Association.  



 

JOB DESCRIPTION 
 
Job title:   Operations Manager  
 
Location of job:   IWA Head Office (Chesham) 
 
Hours:  35 hours per week over 5 days. Other flexible or part time 

arrangements will be considered. 
 
Contract: Permanent 
 
Post holder reports to: Chief Executive Officer   

 
OVERALL PURPOSE OF THE JOB 
 
The Inland Waterways Association (IWA) is the only independent, national charity 
supporting and regenerating Britain’s rivers and canals for leisure, living and business.  
 
We campaign both locally and nationally for the waterways; lobbying parliament, 
championing regeneration, promoting sustainability and raising waterways users concerns. 
We also love to roll up our sleeves and give the waterways a bit of direct TLC, both through 
local branch activities and through the hands-on activities of IWA’s Waterways Recovery 
Group.  
 
At its heart IWA is a membership organisation, with around 10,000 individual members and 
over a hundred affiliated waterways organisations, groups and businesses. Having celebrated 
the 75th anniversary of our founding in 2021, we are now looking to build a legacy of 
campaigning, action and delivery for the future.  
 
We are looking for an experienced and enthusiastic manager to co-ordinate the day-to-day 
operations of the charity. Reporting to the (part time) Chief Executive Officer and with a 
small team of permanent staff focused in two areas – Engagement and Support, your 
responsibility will be to ensure the smooth running of the charity. 
 
As an experienced manager you will have experience of all areas of business management: 
marketing, finance, human resources as well as the myriad issues common to all small 
businesses. An experienced communicator and active people manager you will be able to 
bring your skills to both managing the staff and integrating their work with that done by 
volunteers for the association. 
 
The role may involve some out of office hours work. 
 
KEY RESPONSIBILITIES 
 

● Day to day management of the head office of the Association and staff including 
expenditure in line with budgets. 
 

● Day to day co-ordination of all the Association’s activities including specifically co-
ordination of communications and marketing. 

 
● Management of staff to ensure they are meeting their objectives (see attached staff 

structure) as well as responsibility for human resources and compliance with 
appropriate employment legislation. 
 

● Ensuring website content management in line with marketing and campaign plans 
 



 

● Ensuring social media, both organic and paid-for, in line with marketing and 
campaign objectives 

 
● Ensuring support to volunteers, members, committees and groups. 

 
● Oversight of the Association’s Customer Relations Managements systems, 

membership records and collection of membership subscriptions and donations 
 

● Overall responsibility for all the Association’s IT including: 
o Website 
o CRM 
o Office Systems (365 / SharePoint) 

 
● Oversight of buildings and property, vehicles, plant and other equipment (indoor and 

worksite) owned or operated by all parts of the Association 
 
A chart showing the Association’s current staff structure is available at 
https://waterways.org.uk/wp-content/uploads/2022/08/Chesham-Staff-Structure.pdf 
 
 
 

 
 
      
 
  



 

PERSON SPECIFICATION 
 
An experienced and enthusiastic manager with a broad skill set able to co-ordinate the day-
to-day operations of the charity. The role has full day to day responsibility for the operation 
of the Association including responsibility for HR, accounts, administration, implementing 
campaigns, marketing, sales and volunteer support. 
 
Reporting to the (part time) Chief Executive Officer and on to Trustees, and with a small 
team of permanent staff, the role is to ensure the smooth running of the charity 
implementing the strategic direction, plans and campaigns developed by the CEO and 
Trustees.  
 
This is a largely internal role, the external work of the Association being managed by the 
CEO and relevant staff in the Engagement Team. 
 
Experience in office systems, IT generally and social media would be of particular benefit as 
would experience of the inland waterways, although this is not essential. 
 
ESSENTIAL   
 

● Experience of managing small office / business 
 

● Excellent staff management and inter-personal skills 
 

● Wide range of experience including ideally marketing and social media, HR, 
administration, finance and sales 
 

● A self-starter, able to work on their own initiative, as well as collaboratively with 
other staff and volunteers 
 

● The ability to prioritise workload 

● Good knowledge of Office 365 and SharePoint 

● Excellent written communication skills and the ability to convey information in an 
authoritative and accurate manner 

 
DESIRABLE 
 

● An understanding of inland waterways 

● Experience of social media, websites and CRM 

● Experience of working for a charitable organisation  

● Experience of working with volunteers 

● Experience of accounts 

● A relevant degree and /or management qualifications 
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APPLICATION FOR EMPLOYMENT 
STRICTLY CONFIDENTIAL 

 

PLEASE REFER TO VACANCY DETAILS FOR RETURN ADDRESS 
 

Position applied 
for 

Operations Manager 

Location IWA Head Office, Chesham, Buckinghamshire  

How did you first learn of this 
vacancy? 

 

 
IDENTIFICATION DETAILS 
(BLOCK CAPITALS PLEASE) 
 

Surname  Dr/Mr/Mrs/Miss/Ms/Other  

Forenames  

Address  

  Postcode  

Email address  

 
May we, with discretion, phone you during the daytime? Yes  ☐  No  ☐ 
 

Home tel 
no 

 Daytime tel 
no 

 

 
LEARNING AND DEVELOPMENT HISTORY 
Details of any relevant learning and development. Please include dates.  
(For example GCSEs/A-levels, degrees, short courses, first aid, computer skills, work 
based NVQs etc. Please note that these may be verified on appointment) 
 

 

 



 

 
EMPLOYMENT HISTORY 
Please give details of all jobs held, including part-time and unpaid work, starting 
with your current or most recent employer.   
 

Employer’s full name & 
address 

Job title/ 
Key achievements & 
areas of responsibility 

Length of time in job/ 
Reasons for leaving/ 
Final salary in role 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  



 

RELEVANT SKILLS/KNOWLEDGE/EXPERIENCE 
You should outline below how your skills/knowledge/experience meet the 
requirements of the Person Specification.  You may draw on past employment and/or 
out of work activities. 
 

 
 
 
 
 
 
 
 
 
 

   



 

 
LENGTH OF NOTICE  
Time required for any existing employment obligations 

 
 

 

DECLARATION 
 
The information on this form will be used for recruitment and selection purposes 
only and if your application is successful it will form part of your employment record.  
All unsuccessful applications will be destroyed twelve months after the closing date.  
 
Are you eligible to work in the UK?                          Yes                            No      
 
Do you consent for IWA to hold this personal data as set out in the Privacy 
Statement in the ‘Useful Information’ section (i.e. life of an employment plus up to 6 
years for an candidate you is employed, otherwise for a maximum of six months.)? 

                          Yes                            No      
 
If it is discovered that you have given any information, which you know to be false, or 
withhold any relevant information your application may be rejected or any 
subsequent employment terminated. 
 
I confirm that the information contained in this application form is correct.   
 
 
Signature    
(electronic signature is acceptable) 
 
 
Date  ………………………………………. 
 


