
Masorti Judaism - Operations Director 
 
Reporting line: the Operations Director will report to the Chief Executive 
Hours: 0.7 position = 24.5 hours per week – flexible working, including some evenings and weekends 

(applications from exceptionally well-qualified candidates for a full-time role will also be considered) 

Salary: £23-27,000 (= £34-38k pro rata) plus benefits  

Responsibilities  
1. Ensuring the effective planning and implementation of Masorti Judaism’s core programme of 

communal, educational and fundraising events by leading teams of professionals and volunteers 
and by creating the necessary organisational systems and structures.   

2. Leading on the development and implementation of systems, policies and procedures in 
partnership with trustees and other staff members to ensure organisational effectiveness, legal 
compliance and best practice in the areas of HR, governance and office/facilities management. 

 
Duties 
1. Line-managing the following members of staff: finance manager, administrator, communications 

and marketing officer* 
2. Developing a year-long, integrated calendar of Masorti Judaism events 
3. Overall responsibility for the successful planning and implementation of events and programmes, 

including budgeting and managing teams of professionals and volunteers: approximately six 
programmes per year including an annual fundraising dinner, a large-scale conference, a 
leadership training course, study days, networking events and fundraisers 

4. Managing policies and procedures, including health and safety, data protection, safeguarding and 
HR, ensuring legal compliance and best practice 

5. Manging staff and contractors to ensure the organisation’s database, fundraising CRM and IT 
systems are properly maintained and run smoothly and for all employees 

6. Attending and chairing team meetings  
7. Other duties required as a member of the professional team 
 
Person specification 
 
Essential 
1. Leadership: the ability to develop, inspire and lead professional and volunteer teams 
2. The ability to take initiative, work proactively and independently, and ask for support or 

collaboration when needed 
3. First-rate time management and organisational skills, including the ability to work to deadline, 

cope with stress and manage several projects simultaneously 
4. Line-management skills and experience 
5. Project management skills and experience 
6. Good IT skills including full Office suite 
7. Willingness to identify areas for personal and professional development and to undergo training 

and learn new skills 
8. Ability to work effectively and professionally in an informal, relatively unstructured setting with 

lots of part-time staff, young people and volunteers 
9. Interpersonal skills: the ability to build productive relationships and represent the organisation 

with rabbis, lay-leaders, outside professionals and other stakeholders 
 
Desirable 
1. Advanced IT skills including knowledge of fundraising CRM and database systems 
2. Experience and knowledge of HR, governance, policies and procedures 
3. Budgeting and financial skills 
4. Communications skills: writing, design, marketing 
5. Experience and knowledge of the charity sector and/or Jewish community 
 
*Management of marketing and communications officer to be confirmed subject to recruitment processes. 


