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	Post:
	Director of Business (MAT cover)

	
	Hours:
	37 per week

	
	Term:
	12 months fixed-term

	
	Salary:
	£48,600.24

	
	Place of Work:
	Bolton, Greater Manchester

	
	Reports to:
	Chief Executive Officer

	
	Direct reports
	Business Support Manager and Quality Assurance Manager



Our Vision:
BACKUP North West believe no young person should experience homelessness. For the young people that do, BACKUP aims to be an outstanding provider of high quality, holistic housing and support services.

Overall purpose:
· To provide overall efficient management of BACKUP business services.   
· To respond to and make decisions around all legal and compliance matters. 
· To lead and encourage staff in line with our ethos and values.  
· To set, review and then adhere to all BACKUP policies and procedures in undertaking their duties. 
· To work alongside the Chief Operating Officer and cover as required; and vice versa.  
· To keep the CEO informed of all relevant issues that impact on strategic development or risk management.

Works with:
	Externally:
	Local authority commissioners, funders, HR and other suppliers, benefits agencies, maintenance contractors, landlords, police and voluntary agencies, young people aged 16-25 years.

	Internally:
	CEO, Chief Operating Officer, Director of Income and Partnerships, Board of Trustees and Management team. Responsible for Business Support Team and Quality Assurance Manager; with line management responsibility for Business Support Manager and Quality Assurance Manager.   



Our Values: Cheerrs !

	· Commitment
	· Honesty
	· Empathy
	· Empowerment

	· Respect
	· Resilience
	· Support
	



Key Responsibilities:
Provide Comprehensive, Efficient & Effective Business Service 
· Work with the Business Support Manager and team to deliver high quality and efficient services. This includes all administration, reception, finance and organisational support
· Lead business support team to achieve financial efficiency and annual audit; working with Treasurer and Auditors as required
· Work with Chief Operating Officer and all Managers to ensure all services meet contractual obligations and grant funding conditions
· Lead on HR issues liaising with HR contractor and completing works required on behalf of BACKUP including issuing contracts, recruitment etc  

Provide Staff Management
· Provide overall management, support and direction for the staff teams; line managing and supervising 2 Managers
· Offer good quality supervision and appraisals to Managers and support their continuous professional development
· Lead on the organisation’s training strategy and training calendar including the identification and commissioning of training required
· Leading role in recruitment, selection, induction, development and training of staff
· Provide effective leadership enabling individuals to make informed decisions
· Take appropriate and prompt steps to address problems in performance management
· Escalate procedures as required with capability procedure and/or informal performance management systems 
· Liaise with business support team as required to develop new, maintain and manage systems
· Report any issues to CEO

Provide Financial Support
· Report to the CEO and Trustee Board on arrears, voids, housing benefit income and rental income and other KPIs
· To operate within the financial controls procedure
· Monitor operational budgets, management accounts and reserve policy and ensure compliance with purchase order systems
· Work with CEO, COO and Director of Income and Partnership to ensure financial accuracy of bid writing, income procurement and submissions of tenders as required
· Oversee all financial activity in business support services
· Update SASSHA (CRM system) and XERO systems as necessary 
· Work with auditors to complete annual audited accounts

Provide Premises Management 
· Lead on buildings and facilities management with CEO and COO.   
· Responsible for monitoring H&S systems at Head Offices.  
· Lead on contracts for new and existing premises.
· Lead on managing insurances for organisation; services, buildings and contents via broker.  


Compliance 
· Write new, and review existing policies and procedures in the organisation as required.
· Take responsibility for the Health, Safety & Welfare as detailed above. Escalate issues to the CEO as appropriate. 
· Lead on complaints or reportable incidents recorded. 
· Comply with equal opportunities and diversity policies and regulation
· Co-operate with any legal steps the organisation may take to fulfil its obligations under the Health and Safety at Work Act (HASAW). 
· Report any concerns relating to safeguarding vulnerable adults and children, instigate MARAC and other safeguarding procedures as required. 
· Uphold safe and efficient working policies and practices, undertake supervision and training
· Produce correspondence to support reports for the Trustee Board and CEO
· Lead on GDPR ensuring organisation fulfils legal obligations
· Complete charity Commission and Companies House returns as required. 
· Support CEO and COO to maintain Investors in People and other accreditations.  

Other
· Develop effective and professional working relationships internally and externally promoting a positive image of the service and of BACKUP; ensuring others do the same.
· Provide training and/or assistance to colleagues as necessary including delivering annual policy workshops
· Provide cover for the CEO or COO as required
· Undertake any other duties as may be requested by BACKUP CEO
· Deputise for the CEO or COO as required. 
· Adhere to all BACKUP systems, policies and procedures
· Support the Charity values, behaviours and ethos
· Commitment to the charity ethos and its values. This includes being willing to promote the charitable activities (fundraising and promotional opportunities.) 
· Other duties broadly consistent with the job description and level of the post


Person Specification

The following requirements will be assessed by what has been written on the Application Form (only those meeting all of the Essential Requirements will be invited to interview):

	Requirement
	How will we assess this - Application Form (A), Test (T) or Interview (I) ?
	Is this:

	Education / Qualifications
	
	Essential ?
	Desirable ?

	Degree or equivalent relevant qualification
	A
	
	√

	Minimum of 5 GCSE qualifications graded A –C (9 – 4) or equivalent (including Maths and English)
	A
	√
	

	Supervisory qualification – NVQ/ILM level 4 Leadership & Management
	A
	
	√

	Enhanced DBS check
	An Enhanced DBS Check is needed for this role - this will be carried out by BACKUP before appointment.

	Knowledge / Work Experience / Skills

	How will we assess this - Application Form (A), Presentation (P) or Interview (I) ?
	Essential ?
	Desirable ?

	2 years previous experience working in comparable role specifically leading and line managing other managers.
	A & I
	√
	

	Experience of managing and knowledge in working in finance; in particular audits, accounts, budgets
	A & I
	√
	

	Experience of delivering outcomes and targets
	P
	√
	

	Experience of staff management, including supervision, performance management, appraisals, training and development 
	A & I
	√
	

	Experience in writing and implementing policies and procedures
	A & I
	√
	

	Experience in compliance related activities in or for an organisation e.g. GDPR, Insurance, Health and Safety
	A & I
	√
	

	Knowledge and/or experience in using safeguarding and risk management systems
	A & I
	
	√

	Ability to lead, motivate and develop teams, especially those linked to administration or business functions. 
	P
	√
	

	Ability to work on own initiative
	A & I
	√
	

	Effective Team player
	A & P
	√
	

	Demonstrate high levels of integrity, can do attitude and practical approach
	A & I
	√
	

	Great communicator 
	A & I
	√
	

	Excellent IT Skills incl. Outlook, Word, PowerPoint, Excel & Access 
	A & I
	√
	

	Excellent numeracy and literacy skills
	A & I
	√
	

	Strong organisational and planning skills, able to prioritise
	A & I
	√
	

	Project Management experience – implementation of new services
	A & I
	
	√

	Ability to delegate
	A & I
	√
	

	Broad knowledge and understanding of the housing Benefit system
	A
	
	√

	An understanding of the possible housing and support needs of young homeless people
	A
	
	√

	Knowledge of equal opportunities and anti-discriminatory practice
	A
	√
	



	Knowledge / Work Experience / Skills contd.

	How will we assess this - Application Form (A), Test (T) or Interview (I) ?
	Essential ?

	Desirable ?


	Experience of accounting Databases (e.g. Xero or similar)
	A
	√
	

	Experience of use of rent / accommodation Databases (e.g. SASSHA or similar)
	A
	
	√

	Personal Skills / Attributes

	How will we assess this - Application Form (A), Test (T) or Interview (I) ?
	Essential ?

	Desirable ?


	Able to work under pressure and to tight deadlines
	A
	√
	

	Able to prioritise
	A
	√
	

	Excellent interpersonal skills, in particular ability to develop relationship of trust with stakeholders
	A
	√
	

	Reacts to changes well, inclined to respond quickly and resourcefully
	A & I
	√
	

	Excellent written and verbal communication skills
	A & I
	√
	

	Ability to mediate and diffuse challenging situations
	A
	√
	

	Willing to participate in in-service training and attend meetings outside normal working hours.
	A
	√
	

	Commitment to the charity ethos and its values. This includes being willing to promote the charitable activities (fundraising and promotional opportunities.)
	A
	√
	

	Full clean driving licence and use of car
	A
	
	√




Person Specification

The following requirements will be assessed at interview:

	Requirement
	How will we assess this - Application Form (A), Test (T) or Interview (I) ?
	Is this:

	Knowledge / Work Experience / Skills

	
	Essential ?
	Desirable ?

	Knowledge of compliance requirements at work
	I
	√
	

	Experience of developing and / or maintaining effective reporting systems and administrative processes
	I
	√
	

	Effective team player
	I
	√
	

	Ability to work on own initiative
	I
	√
	

	Effective time management
	I
	√
	

	Personal Skills / Attributes

	How will we assess this - Application Form (A), Test (T) or Interview (I) ?
	Essential ?

	Desirable ?


	Able to adapt to a fast paced, changing environment demonstrating an adaptable and flexible approach to circumstances.
	I
	√
	

	Demonstrate high levels of integrity, can do attitude & practical approach
	I
	√
	

	Strong concern with and focus on accuracy and attention to detail
	I
	√
	

	Enthusiastic, caring & non- judgemental approach
	I
	√
	

	Reacts to changes well, inclined to respond quickly and resourcefully
	A & I
	√
	

	Keen to develop and generate ideas to solve immediate and long-term needs and problems
	I
	√
	

	Lead by example and make difficult decisions
	I
	√
	

	Personable, sociable and able to work with a wide range of people and put them at ease (i.e. members of the public, internal and external colleagues and young people who visit BACKUP)
	I
	√
	




Person Specification

The following requirements will be assessed by practical tests on the day of the interview:

	Requirement
	How will we assess this - Application Form (A), Test (T) or Interview (I) ?
	Is this:

	Knowledge / Work Experience / Skills
	
	Essential ?
	Desirable ?

	Excellent IT Skills incl. Outlook,  Word, PowerPoint, Excel & Access & Use of SASSHA rent, referral, resident & property database
	T
	√
	

	Numeracy skills
	T
	√
	

	Strong organisational and planning skills, able to prioritise
	T
	√
	

	Personal Skills / Attributes

	How will we assess this - Application Form (A), Test (T) or Interview (I) ?
	Essential ?
	Desirable ?

	Calm, methodical approach
	I & T
	√
	

	Excellent interpersonal skills, in particular an ability to develop relationship of trust with colleagues
	I & T
	√
	

	Able to make decisions
	I & T
	√
	



Review 
The details contained in this Job Description reflect the content of the job at the time it was prepared.  However, it is inevitable that over time the nature of individual jobs will change; existing duties may be lost and other duties gained without changing the general character of the duties or the level of responsibility entailed.  Consequently, the Trustee Board will expect to revise this Job Description from time to time and will consult with the post holder at the appropriate time.

	Name:
	
	Signed:
	
	Date:
	




	Director of Business  Version: August 2026
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