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Job Description

Job Title: 			Performance Operations Manager		
Department: 			Performance		
Reporting to: 			Para Programme Manager		
Location: 	A minimum of 3 days/week at Archery GB, Lilleshall National Sports Centre, up to 2 days/week working from home.
Contract:			Full Time, Fixed Term until March 2025
Direct Reports: 			Performance Coordinator	

Our Values
We have developed a set of values to guide how we operate at Archery GB. As one archery community:
· We value people for who they are and what they do.
· We choose to work and learn together.
· We strive for excellence.
· We always act with integrity.

Job Purpose  
· To lead and oversee the administrative operations for the performance department, specifically relating to the new Performance Archery Centre, domestic and international operations of the Performance Archery programme, to support delivery against the vision of ‘Redefining Performance Archery’ and achieving our strategic objectives. 

Key Objectives   
· Provide operational management of the new Performance Archery Centre by working in partnership internally within AGB departments, programmes, and people, as well as external stakeholders such as our site operator, Serco.  
· Provide operational leadership in the review and development of the performance departments operating procedures, systems, and processes to ensure effective and efficient administration.
· Provide direct support to the Performance Management Team and Performance Director, developing strategy performance trackers, managing deadlines, and supporting high quality record keeping.
· Provide direct line management to the Performance Coordinator

Key Activities 
Within the following areas, the Operations Manager will: 
Performance Archery Centre Management 
1. Operate as the main point of contact for AGB and site management company, Serco for the day to day running of the facility. 
2. Development, delivery, and management of a new booking system.
3. Responsible for the management of all health and safety and insurance requirements for the facility. 
Operational Leadership / Management:
1. To review and devise an agreed set of standard operating procedures that ensure the operational systems, policies and approach reflect best practice, effectively underpin the operations of the Programmes and are consistent with the programmes culture.
2. Manage the operational and associated administration of the programmes to maximise the resources available. 
3. To liaise with the Performance & Programme Management and finance team to develop, establish effective budget tracking and monitoring to enable accurate accounts for the Performance Archery Programme.
4. To provide project management and operations support for identified projects within the Performance Archery programmes.
5. Be responsible for the effective internal communications on behalf of the performance team, including but not limited to, AGB engagement forums, staff newsletter updates etc. 
6. To manage the selection calendar across Performance Archery, to include updating and publishing the selection policies and ensuring adherence to the published processes.
7. Proactively lead, manage, and maintain the operational relationships with key operational partners, including Serco, Sport England, UK Sports Institute.
8. Responsible for the GBR kit policy, process, and procedures along with maintaining a positive working relationship with Errea and AGB finance team. 
Performance Management Team Support:
9. Provide direct support to the Performance Director and Performance Management team on developing a strategy progress tracker, managing, and monitoring key deadlines. 
10. Provide effective selection panel support in the preparation of appropriate paperwork, accurate and detailed notes, working alongside Programme Managers to set clear timescales. 
11. Provide support for BOA and BPA administrative support where appropriate. 
12. Provide wider support where appropriate to the UKSI Head of Performance support and the wider performance support team.
13. Maintain accurate records and key policies across the department and establish key deadlines and management process for review and issue. 
Performance Leadership:
14. Working with the Performance Programmes Manager, ensure that competitions and training camps are strategically planned and are underpinned by effective logistical planning and implementation.
15. As a member of the Performance Archery team be a key contributor in driving the standards across performance and creating a positive performance culture within the programme
16. To provide effective line management and support to the Performance Coordinator to ensure they are fulfilling their roles and responsibilities, maximising their impact, and any individual or team development needs are identified with development plans in place to support the individual.
17. Where required, to act as Team Manager at international competitions and training camps for the Performance Archery programmes. 
18. Undertake any other duties as requested by the Performance Director
-------------------------------------------------------------------------------------------------------------------------------------
Key Relationships/Interfaces
The Performance Operations Manager will work with:
Performance Director, Olympic Performance Manager, Para Programme Manager, Head of Performance Support (Performance Management Team (PMT)), coaching team, performance support team, pathway staff, athletes, NGB colleagues from other departments and funding partners.
Key Measures
The success of this role will be measured on:
· Delivery against Archery GB Key Performance Indicators 
· Individual personal development plan objectives 
Flexibility Clause
The job holder is required to be flexible in their duties and may be required to undertake other duties and responsibilities as specified by Archery GB
Variation Clause
This is a description of the job as it is constituted on the date shown.  It is the practice of Archery GB to periodically review job descriptions, to update them and to ensure that they remain relevant to how the job is to be performed. 

Benefits
· 26 days annual leave (pro-rated to contract length)
· Employee Assistance Programme
· Membership of Archery GB
· Contributory pension scheme


Last reviewed:   February 2024
	
	Archery GB is the trading name of the Grand National Archery Society, a company limited by guarantee no. 1342150 Registered in England.










PERSON SPECIFICATION
Inclusivity	
There's a lot of research showing how marginalised groups of people may not apply for jobs unless they meet 100% of the qualifications. We also know that people working in elite sport come from many backgrounds with different experiences that might not seem "standard"- and that's okay! We really value people who bring unique perspectives and add new knowledge to our team.

But you might not feel like you "check all the boxes" as you read this job post. That could be because of ‘impostor syndrome’ or a ‘confidence gap’, especially if you've been marginalized or excluded in the past. We get it. And we feel these things ourselves, too. But we hope you'll apply anyway because we'll take great care in working with you.

	

	Essential
	Desirable

	Qualifications & Training
	· English and Math’s qualifications in the context of communicating with a variety of audiences and managing budgets. 
· 
	· Project management qualification or experience

	Knowledge

	· A broad understanding of administrative operations and governance, along with a proven commitment to operating within required frameworks

	

	Experience



	· Recent experience of successfully working within an inter-disciplinary team in a similar role. 
· Experience of working with multiple partners, stakeholders, and volunteers to achieve success.

	· Operating in elite sport at an elite level (Olympic / Paralympic / Professional)
· Experience leading teams at international competitions. 
· Knowledge and experience of delivering UK Sport and / or Sport England funded programmes. 
· Working with public funding or publicly funded agencies
· Experience working closely with Performance Support Teams from with the UKSI


	Skills & Abilities


	· A team player with an open and consultative / collaborative style and optimistic approach 
· Strong planning and organisation skills with the ability to delegate 
· Outstanding communication skills – written, verbal and presentation
· Ability to manage budgets, allocate and maximise resources
· Ability to develop, influence and maintain relationships; and build trust and confidence with key stakeholders
· Strong self-awareness with high emotional intelligence
· Proactive and able to self-manage workloads and meet deadlines.

	

	Other
	· Ability to travel to/from Lilleshall National Sports Centre a minimum of 3 days/week
· A Current Passport or eligible for a passport
· Enhanced DBS checks (job offers will be subject to this being undertaken if not already held)
	A full UK driving License
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