
 

Operations Manager Democratiaid Rhyddfrydol Cymru 
/ Welsh Liberal Democrats 

 

Job Description 

 
Responsible to: Finance and Management Committee (FMC) 

throughout 2019 and The Board1 from 01/01/2020. 
 

Purpose of Job: To manage the operations of Democratiaid 

Rhyddfrydol Cymru / Welsh Liberal Democrats. 
 

1. Key Responsibilities 
1.1 To provide day to day management and administration for y Democratiaid Rhyddfrydol 

Cymru / the Welsh Liberal Democrats. 
1.2 To ensure the proper political operation of the Party and to work with the Party Leader, 

Party President and Chair of NEC and subsequently the Board to pursue the Party’s strategic 
objectives. 

2. Specific Tasks and Responsibilities 
2.1 To attend meetings of and report to, throughout 2019, FMC and the National Executive 

Committee (NEC), and subsequently to the Board, and to attend meetings and report to 
other committees as requested. 

2.2 To oversee the smooth running of the Cardiff office: 
2.2.1 To line manage staff to ensure that they carry out their duties effectively and well 

and to engage in staff development and performance management. 
2.2.2 To ensure statutory compliance, including but not limited to adherence to 

employment law, PPERA and GDPR. 
2.3 To encourage and support Party volunteers to make effective use of their time assisting with 

the operations at Party HQ in Cardiff. 
2.4 To ensure that the Party serves its members and supporters well and supports activists and 

volunteers at all levels.  
2.5 To manage the Welsh Party’s internal elections, in consultation with Returning Officers 
2.6 To provide support to the Welsh Party’s Treasurer in managing Welsh Party finances, as and 

when required. 
2.7 To liaise with the Federal Party. 
2.8 To provide management, in consultation with the Conference Committee, for the 

organization and running of Welsh Party Conferences. 
2.9 To provide management, in consultation with CCC, as required of particular events or 

campaigns. 
2.10 To oversee the Welsh Party’s Digital strategy. 
2.11 To provide management, in consultation with NEC, as required for fundraising activities. 
2.12 To provide reasonable support to the Welsh Party during election times. 
2.13 To observe confidentiality. 

                                                           
1 Subject to approval of constitutional changes at Spring Conference 



2.14 At all times to adhere to the Liberal Democrat principles of integrity, transparency and 
respect for diversity. 

3. Person Specification 
3.1 A track record of strategic and operational management in public, private or not-for-profit 

sectors, and experience of a member-led organization. 
3.2 Strong people skills and experience of people management and development. You will have 

the ability to manage staff, and to prioritise and delegate. You will also have the ability to 
work with volunteers and to be able to influence and negotiate. 

3.3 The ability to work effectively in a political and campaigning environment. 
3.4 Direct experience of fund raising is desirable. 
3.5  An understanding of the role of digital technology to modern politics. 
3.6 Good judgement of political appropriateness and compliance. 
3.7 Strong commitment to Liberal Democrat values and a determination to develop and 

enhance the Welsh Liberal Democrats. 
3.8 High standards of personal conduct. 
3.9 An understanding of the importance of the Welsh language to the culture and society of 

Wales is essential, and the ability to communicate through the medium of Welsh is 
desirable. 

4. Conflicts of Interest 
If you or your partner have any actual or potential conflict of interest with the activities of the 
Welsh Liberal Democrats, this should be stated clearly. Any indirect association of this kind 
through any other family member or partnership should also be disclosed in the application. 

5. Terms and Condition 
Salary: £25,000 per annum 
Tenure: Employment contract for one year, with the option to renew for another year subject to 
funding 
Hours: 3 days/week 
Location: WLD HQ in Cardiff 
Further information: Contact HR@libdems.org.uk 
Application: By CV and covering letter to HR@libdems.org.uk 
Closing date for applications: 03/05/2019 
Appointment: Any offer of employment will be subject to the satisfactory receipt of three 
references. 
Probationary period: 6 months. 


