                                                                        


	




	ROLE PROFILE

	Job title
	Operations Manager
	Date
	 Dec 2025

	Business
	Food For Now

	Location
	 Food For Now Sales Office TBC

	ROLE SUMMARY (main purpose)

	To manage a sales office of up to 20 people, ensuring that the company’s logistics, customer service, working hours, people resources and compliance requirements are effectively managed to the company’s and legal requirements.

	REPORTING STRUCTURE

	
Reports to
	Regional Operations Manager

	
Direct & indirect reports
	All employees at the Sales Office are direct reports – Assistant Operations Manager, Team Reliefs, Van Sales Representatives, Cleaner

	
Key internal stakeholders
	Commercial Team, all Sales Office staff, National Operations Manager, Regional Operations Manager, FFFN Sales Audit Team, Payroll, Personnel

	
Key external stakeholders
	All customers of FFFN accounts, Business Driver, Hitachi

	KEY ACCOUNTABILITIES  AND RESPONSIBILITIES

	People Management.
1. Is the sales office primary manager, responsible for effective resource planning, rota control of rest periods and holiday entitlement of the sales office resource.
2. Is responsible for recruitment within the sales office for vacancies and planned expansion when the need arises inline with the robust recruitment procedures.
3. Responsible for maintaining standards and disciplines within the sales office team through effective people management procedures.
4. Carry out annual PDPs for sales office personnel within the company’s PDP structure.
5. Is responsible for briefing the sales office team on current focus activities.

     Efficiencies:
1. Work in conjunction with fleet planner in executing efficient routes within the sales office boundaries whilst working within working hour guidelines, customer requirements and time windows.
2. To promote and manage the efficient use of vehicles and improvements in fuel consumption through driving standard training, monitoring driver behaviour through reports and vehicle camera systems.
3. Utilize and plan the AOM’s free resource with specific training days for the sales office team.
     Vehicles: 
1. Work in conjunction with fleet providers to maintain the safety and reliability of the company’s fleet of vehicles through monitoring and maintenance planning.
2. Ensure sales office personnel conduct legal vehicle checks daily and report any faults within the fleet.
3. Manage people through the vehicle accident procedures ensuring the reporting and accuracy is to of the highest standards.
     Equipment:
1. Monitor the quality of the sales office IT equipment, office and field-based items including terminals, printers and systems attached.
2. Monitor and highlight issues with sales office infrastructure and ensure this is maintained to a high standard.

Communication
1. To conduct the end of day process and conduct 1 -1 review with the Operations team at the end of the day.
2. Brief the sales office management team on issues and procedures affecting the business locally and nationally.
3. Carry out effective communication with the commercial team on customer feedback and what improvements need tom be made.
4. Have clear and effective communication lines with the customer service team working in partnership to advance the customer experience.

H&S & General Standards
1. Ensure that the sales office personnel conduct themselves in line with current H & S and employment legislation.
2. To manage the process of a on road product withdrawal within Company guidelines with the sales office once instructed.
3. To be responsible for ensuring that all staff always act and portray the professional standards of the Company through appearance and courtesy.
4. 

Ad hoc
1. Able to conduct all sales office roles should the need arise.
2. Contribute to projects or trials to further improve the business.



	QUALIFICATIONS, EXPERIENCE, SKILLS / KNOWLEDGE

	
Qualifications
	Full Driving License, must live within 1 hour of the Sales Office

	
Experience
	Analytical and Planning Skills – Good level of experience required preferably in a logistics background. 
People Management – Must have experience of effectively managing a similar sized team, ideally in an operational environment.

	
Skills/ Knowledge
	Analytical and Planning Skills - Must be able to demonstrate previous ability to plan and working hours and rota management. Business Management – Must be able to demonstrate a sound understanding of business management, processes and planning, and use of resources. Communication skills – Must be able to demonstrate clear communication skills that achieves a desirable outcome. 


	PERSONAL ATTRIBUTES & BEHAVIOURS

	1.  Choose a positive attitude
2.  Understand your impact
3.  Take personal responsibility
4.  Resilience
5.  Achieve results
6.  Customer service
7.  Managing
8.  Leading

	COMPETENCIES FOR SUCCESS

	Competency
	Descriptors

	Values People
	Demonstrates the belief that people are the most important asset and central to the success of the organization. Everybody should be always treated with dignity and respect.

	Customer Focus
	Demonstrates the understanding that the satisfaction of our internal and external customers is the foundation of our success

	Collaborative Team Working
	The willingness to act as part of a team and work towards achieving shared objectives through adopting best practice in line with PQP and federalism

	Flexibility and Adaptability
	The ability to change and adapt our own behavior or work procedures when there is a change in the work environment, for example, as a result of changing customer needs

	Initiative and Taking Ownership
	Steps up to take on personal responsibility and accountability for tasks and actions in line with PQP and Federalism.

	People Management
	The ability to understand people and their motivations, build good relationships with them and help them unlock their potential

	Developing Partnerships
	The ability to establish formal and informal relationships inside and outside the organisation and to anticipate and balance the needs of those whose cooperation is needed for the long-term success of the business

	Engaging others through change
	The ability to communicate a compelling vision throughout the organisation, generating genuine motivation and commitment and to act as a sponsor of change

	Decision Making and Judgement
	In line with our guiding principles of PQP and Federalism, makes timely and informed decisions that take into account the facts, goals, constraints and risks that keep the organisation moving forward
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