
  

   

   

 

Job Description 

Job title:   Operations and Compliance Manager 

Department:   Innovation & Enterprise  

Reporting to:   Head of Retail 

Salary:    £38,000 per year    

Hours:    35 per week 

Location:   Based in London (some travel across UK maybe required) 

Contract type:   Permanent 

Aim and influence 

• Responsibility for overseeing the daily operations of retail processes & compliancy   and 

supporting business growth in the Enterprise Team. 

• Use skills and knowledge of relevant legislation & best practise to develop and implement Health 

& Safety processes and policies that instil a safe & legally compliant workplace.  

• Work with the Retail Team to make business improvements, development and continuous 

improvement through design and implementation of Business as Usual (BAU) processes. 

• Support the Enterprise to implement and deliver projects to increase revenue including digital 

solutions. 

Financial and supervisory responsibility 

• Supervision of volunteers  

• Delegated responsibility for day-to-day finances of projects and shops budget 

Other key details 

• Fixed working pattern with occasional evening and weekend work required 

• Up to two days working from home may be considered in line with Crisis’ homeworking policy 

• The role involves working with young people and so a satisfactory basic disclosure from the 

Disclosure and Barring Service is require  

• Some travel to shop sites around London and occasionally around the UK will be required
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Organisational chart 

Please note structure is subject to change 

Job responsibilities 

Business Improvement and Development 

• Design and embed efficient business processes to drive continuous improvement and compliance 

in working practices for the retail team.  

• Review and refine current business processes to ensure Health & Safety processes and polices are 

implemented within the workplace. 

• Define strategic plans to ensure successful delivery of BAU projects with a focus on digital 

solutions and data management. 

• Manage a range of business support activity working closely with the Head of Retail and 

Enterprise Management Team. 

Compliance  

• Embed and manage effective business compliance across retail 

• Ensure compliance with shop lease requirements 

• Be the point of contact for retail compliance and Health & Safety issues  
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• Ensure compliance with health and safety policies and procedures at shop sites.  

• Provide expert knowledge of health and safety policies & compliance and provide training to 

employees when necessary 

• Develop and manage a planned preventative maintenance schedule ensuring all checks and annual 

tests are completed in a timely manner in line with regulatory requirements. 

• Conducting compliance audits including DPIA, report findings, suggest actions and help in their 

implementation 

• Ensure document traceability and management 

• Liaise with internal departments to ensure compliance with Crisis policies and procedures 

 

BAU Processes 

• Manage relationships with relevant third parties, including landlords, suppliers and sub-

contractors  

• Support the Head of Retail in the development of shop material, communications, data insights 

and results. 

• Support the Head of Retail in key project communications to shops to enable structured, clear and 

concise communications. 

• Support the data management and ICT systems within shops and implementation into new shops  

• Support new shop openings with implementing compliance and BAU processes and procedures 

and ensure the promotion and implementation of the organisation’s equal opportunities policies in 

their set up 

• Provide support and guidance to shop teams on ad hoc facilities and repair queries 

• Participate in professional development opportunities  

 

General responsibilities 

• Actively encourage and support member involvement within Crisis 

• Support the Enterprise team in their work where necessary 

• Develop an understanding of homelessness and Crisis’ aims 

• Follow Crisis policies and procedures, including health and safety 

• Carry out other reasonable duties that may be required 
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Person Specification 

Essential 

1  Experience in developing and implementing compliance to policies, processes, and procedures   

2  Facilities management experience   

3  Health & Safety qualification at IOSH or NEBOSH national certificate level.  Or willingness 

to work towards the qualification 

4  Experience of managing health and safety compliance in a workplace,  

5  Excellent organisational skills, including the ability to manage a high-volume workload and 

manage conflicting priorities 

6  Proven negotiator able to find collaborative resolution to problems. 

7  Able to maintain accuracy and attention to detail in a busy working environment 

8  Experience of managing successful relationships with landlords, suppliers, contractors, 

colleagues, volunteers and external partners 

9  Comfortable working autonomously and proactively, alongside being a strong team player 

10  Able to maintain and develop effective administration and information management systems 

11  Ability to learn, apply and train others in new digital solutions 

12  High standard of computer literacy including key MS Office packages and experience of using 

SharePoint 

13  Commitment to Crisis’ purpose and values including equality and social inclusion  

Desirable 

14  Experience of working with an EPOS system  

15 Experience of project planning and delivery, including monitoring and evaluation, and       

working to targets 

 

 

 

We encourage applications from all sections of the community and particularly from people who have 

lived experience of homelessness.  
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Information on our current recruitment process during 
Covid-19 

During this period, we are unable to hold face-to-face interviews.  However, we are still continuing 

recruitment during this time.   We have adapted our interviews to be via video, using the software Zoom.  

We are also onboarding new starters to work remotely.   

If you have any questions about the process for remote interviews, or working, please get in touch 

human.resources@crisis.org.uk  

 

Information on remote working during Covid-19 

During the current COVID 19 outbreak we are enabling all staff to work remotely from home and giving 

them support to do this safely and effectively.   The successful candidate will be inducted into the 

organisation and department via the remote working mediums we are using.   More details about how 

best we will support you will be given in the interview process. 

 

 

Supporting your application 

 

Thank you for your interest in working for Crisis.  

Before you apply, please take a moment to read through the frequently asked questions below which 

are designed to support your application and help you understand our recruitment processes. 

How do I apply for a job? 

Most of our roles are advertised via Crisis Jobs Online, a secure recruitment portal. Once you have 

registered, you will be asked to provide some personal details as well as information about your work 

experience, education and referees who can be contacted if you are offered the role. You will also be 

required to complete a personal statement, demonstrating how you meet each of the points on the 

person specification for the job. 

mailto:human.resources@crisis.org.uk
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The person specification requires a qualification or experience that I do not have. Is it still worth me 

applying? 

The person specification has the key knowledge, skills, experience or behaviours needed to carry out 

the job successfully and you will be scored based on any information you provide. If you don’t quite 

meet the criteria, for example if you have an understanding of something rather than experience of 

doing it yourself, you may still pick up points for explaining your understanding or how you might 

approach it. However, some of the person specification points, for example specific qualifications, are 

critical to the role so if you don’t meet those requirements, you are unlikely to be shortlisted.  

Can I apply by sending my CV? 

Occasionally we accept CVs and a covering letter but only if this requested in the advert for the post. 

We don’t accept speculative applications or hold CVs on file. 

What should I do if I can’t complete an online application? 

If you would like to apply in a different format, for example in a Word document, because you are 

unable to use the online process, please contact the HR Team on 020 7426 3814 / 3819 / 3864 or by 

email at human.resources@crisis.org.uk. It is helpful if you provide details of your requirements or 

suggestions about how we might best support you to apply so that we’re able to consider alternatives. 

 

 

 

How can I maximise my chance of being shortlisted? 

It is important that you complete all sections of the online application form to ensure that the 

recruiting panel understand your interests, skills, behaviours, knowledge and experience.  

Shortlisting is mostly based on the information you provide in the personal statement section. When 

completing this, please reference each of the points listed in the job description in the order in 

which they appear. There will be 15 boxes, so if there are less than 15 points, you won’t need to use all 

the boxes. 

Support your statements with specific examples that show how you meet each of the person 

specification points. You may wish to use the STAR approach: 

S or T – Situation or task 

mailto:human.resources@crisis.org.uk
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Describe the situation or the task that you had to complete. It could be something from your previous 

employment or personal experience – just make sure it’s relevant. Given enough detail for the person 

shortlisting to understand what was involved 

A – Action 

Describe the action you personally took to resolve the situation or task. Explain the process/steps you 

took. Even if you are describing a group project, describe what you did rather than what the team did 

as a whole 

R – Result 

This is the crucial part of the answer. Explain how your actions resulted in a successful outcome. Talk 

about what you achieved, the benefits and what you learned. 

A strong application will also be in line with the Crisis Values that you can find on our website. 

Please note! If you don’t provide full responses against all the person specification points, the panel 

won’t be able to score your application fully and it will be unlikely there is enough information for 

you to be shortlisted. 

How quickly will I know if I have been shortlisted? 

Every recruitment campaign will be different depending on how quickly the shortlisting panel can 

review applications but if you have not been shortlisted, you will receive an email from us confirming 

that. 

 

 

 

If I am not shortlisted, can I get feedback on my application? 

Unfortunately, we are not able to offer feedback on your application if you are not shortlisted for 

interview. 

Can I get feedback after my interview? 

We appreciate that information about where you did well or less well can be useful, so if you are not 

successful following interview we are able to provide feedback. 

Will you notify me of future vacancies? 

Once you have registered via Crisis Jobs Online, you can sign up to receive notifications of new 

vacancies based on the criteria you select. We also recommend that you check our website regularly 
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for details of new vacancies as well as the national and sector media where we advertise most of our 

roles. 

I recently applied for a role and was not successful, but have seen the role re-advertised. Is it worth 

me applying again? 

If the gap between advertising has been short, we would normally advise that candidates need not 

apply again, unless you have re-written and enhanced your application. Some examples might be that 

you have strengthened your examples using the STAR technique above or put in responses against all 

the person specification points where previously you hadn’t. 

Crisis Jobs Online 

I would like to re-apply for a vacancy but I cannot submit my application. What should I do? 

If a role has been re-advertised, you will need to create a new account with a different email address to 

re-apply. Where the position has been re-advertised with a different reference number then you 

shouldn’t have any problems using your existing account. 

I have registered to apply for a vacancy but now I’m unable to access my account and can’t seem to 

reset my password. How can I get access? 

You should follow this link to reset your password and allow 15 - 20 minutes for a new password to 

arrive. We find that emails can go to junk or clutter folders so it's worth checking there. As Crisis Jobs 

Online is managed by an external provider we are unable to access the email addresses registered or 

provide further information on your password, but following this step should resolve the issue.  

If you did not receive a welcome email when you registered, there may have been an error in the email 

address that you provided. Unfortunately, there is no way to resolve this and you would need to re-

register with the correct address. 

I have typed my personal statement answers into the online form, but it won’t let me save them. 

What should I do? 

There is a word limit of 400 per answer so it could be that you have exceeded the limit and that is what 

is preventing you from saving your work. 

I filled in the personal statement section and tried to save it/submit it. However, it wouldn't do this 

and my information was lost. Is there any way to retrieve it? 

You are encouraged to record your answers in a Word document first before copying and pasting your 

answers into the online application form, using the keyboard shortcuts Ctrl + C to copy and Ctrl + V to 

paste. The application form has a strict time out limit and so if you take longer than that limit you will 

lose your work and we are unfortunately not able to retrieve it. 

https://jobsatcrisis.irecruittotal.com/PasswordRecovery.aspx
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Where can I get help? 

If your query has not been answered above, you can contact the HR Team on 020 7426 3814 / 3819 / 

3864 or by email at human.resources@crisis.org.uk for further information or support. 

 

mailto:human.resources@crisis.org.uk

