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JOB DESCRIPTION
Job Title:			Operations Coordinator

Line Manager:			Funding and Relationship Manager

Location:			Gloucestershire
The Length of Appointment: 		Fixed Term, in line with funding.
Time Commitment: 			37.5 hours per week

Salary					£25,000 per annum


About Sunflowers Suicide Support
Sunflowers Suicide Support was established in memory of Pete Morris, who tragically died by suicide in 2016. Founded and managed by Pete’s family, Sunflowers is a growing charity that supports individuals and families affected by suicide. The organisation delivers intervention training, raises awareness through campaigns, and aligns with national suicide prevention strategies to make a meaningful impact.


Role Purpose
The Operations Coordinator plays a central role in ensuring the smooth running of Sunflowers’ daily operations. This includes administrative support, volunteer coordination, fundraising support, and logistical oversight across services, training, and events. The role supports the charity’s mission by enabling efficient, compassionate service delivery, well organised‑ operations, and strong collaboration across teams.

Key Responsibilities
Communications and Enquiry Management
· Respond to telephone, email and in-person enquiries, providing timely, sensitive communication.
· Monitor and manage the main Sunflowers inbox, triaging enquiries appropriately. 
· Process new referrals into the service with efficiency and empathy. 
· Communicate clearly with service users, staff, volunteers and partner organisations regarding support sessions and bereavement events. 

General Office & Administrative Operations
· Maintain weekly staff location schedules in accordance with the lone working policy; oversee the shared calendar. 
· Manage incoming/outgoing post and maintain filing systems. 
· Input, update and maintain accurate data within the CRM and other databases. 
· Draft, format, proof‑read and print documents; prepare materials for meetings, support sessions and events. 
· Provide administrative support to the CEO and Trustees, including agendas, minute taking, meeting coordination and diary support. 
· Oversee petty cash management and logging in line with policy. 

Volunteer Recruitment, Coordination & Support
· Support the development and delivery of volunteer recruitment strategies. 
· Coordinate volunteer recruitment drives, including advertising, shortlisting and interviews. 
· Lead onboarding, induction and initial training for new volunteers. 
· Build and maintain volunteer rotas to ensure coverage across services and events. 
· Provide day today support, supervision and regular check-ins with volunteers. 
· Plan and support training and skill development opportunities for volunteers. 
· Coordinate volunteer engagement and retention activities, including recognition initiatives and a monthly volunteer newsletter. 
· Maintain complete and accurate volunteer records, including contact details, training, hours and safeguarding/DBS compliance. 
· Produce reports on volunteer involvement for internal use and funding applications. 
· Liaise with the Fundraising & Engagement teams to secure volunteer support for events. 
Fundraising & Event Administration
· Respond to fundraising enquiries and log all interactions into the CRM. 
· Support donor stewardship, including the preparation and delivery of thank‑you communications. 
· Coordinate fundraising materials, resources and literature. 
· Provide administrative and logistical support for fundraising events, including scheduling, venue liaison and preparation of materials. 
· Maintain inventories of fundraising equipment, raffle prizes and merchandise, ensuring items are tracked in/out and safely returned. 
· Support the collection and reporting of fundraising metrics and activity data. 
· Assist with research into new fundraising opportunities. 
· Ensure compliance with internal fundraising policies and sector best practice. 

Training & Support Session Coordination
· Arrange and coordinate internal and external training sessions, including venue booking, communications with attendees and room setup. 
· Arrange and coordinate support sessions, including managing venues and preparing materials. 

Resource, Stock & Equipment Management
· Maintain stock levels of leaflets, literature, Liaison Packs, Sunshine Bags and other support resources. 
· Oversee office supplies and reorder as necessary. 
· Manage and update inventories of event and fundraising materials in collaboration with fundraising and volunteer teams. 

Data, Reporting & Compliance
· Maintain accurate and confidential records across services, volunteers, events and fundraising. 
· Support the preparation of internal reports, dashboards and funder documentation. 
· Ensure compliance with data protection, safeguarding and internal policies. 
· Ensure DBS checks remain up to date for relevant volunteers and personnel. 

Cross‑Team Collaboration & Organisational Culture
· Work closely with the Operations Team to ensure smooth operational delivery. 
· Collaborate with Engagement & Communications, Fundraising and Services teams to align resources, volunteers and administrative support with wider objectives. 
· Attend internal and external training, workshops and conferences where required. 

Other Duties
· Undertake any reasonable duties required by Senior Management to support the smooth running of the organisation and peak operational periods. 
· Attend and contribute to Sunflowers’ events, training, and awareness activities.
· Undertake occasional evening or weekend work as required.


Person Specification
Essential
· Strong, compassionate communicator; comfortable supporting sensitive enquiries with discretion.
· Proven organisational skills: managing shared calendars, logistics, competing deadlines, and accurate record‑keeping.
· Experience in office administration and coordinating meetings/events.
· Experience working with volunteers and/or coordinating people in rota‑based settings.
· Competent with CRM/data entry, MS 365 (Outlook, Excel, Word, Teams) and document preparation.
· High attention to detail; able to follow policies/procedures (incl. data protection, lone working, petty cash).
· Values driven‑, collaborative and resilient; alignment with Sunflowers’ mission.

Desirable
· Experience in a charity or community setting, ideally within bereavement, mental health, or suicide prevention.
· Experience supporting fundraising administration and donor stewardship/reporting.
· Knowledge of volunteer management best practice and engagement/retention tactics.
· Minute taking‑ experience and preparing Trustee/Board papers.
· Full UK driving licence and access to a vehicle for events when required.


Success Measures (illustrative)
· Service responsiveness: Inbox triage and referral processing within agreed SLAs.
· Volunteer coverage & retention: Filled rota targets; volunteer retention rate and satisfaction feedback.
· Fundraising admin quality: Timely donor acknowledgements; accurate stock tracking and event readiness.
· Operational reliability: Up‑to‑date calendars, packs and supplies; accurate data/CRM entries and reports.
· Compliance: Zero unexplained variances in petty cash logs; adherence to safeguarding and data policies.










This job description sets out the main duties of the post and does not define in detail all duties/responsibilities of the post and will be reviewed regularly.  Such duties may vary from time to time without changing the general character of the post or the level of responsibility entailed.  Such variations are a common occurrence and cannot justify a reconsideration of the grading of the post. 

Sunflowers Suicide Support is committed to safeguarding and promoting the welfare of service users, children and young people, and expects all staff, and volunteers, to share the same commitment. This position is subject to a DBS check.

Agreed by post holder  _____________________________	Date  _______________


Agreed by Line Manager  ____________________________Date  _______________
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