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JOB DESCRIPTION

	JOB TITLE:
	Operations Manager


	DEPARTMENT:
	Bunratty Castle and Folk Park, Craggaunowen and Crannog, Knappogue Castle and Gardens, Inis Cealtra


	BASE LOCATION:
	Bunratty Castle and Folk Park – travel between sites and/or any other place of business as designated by Management, during operating hours of the sites. 


	EMPLOYMENT BASIS:

	Permanent, full time (40 hours per week).
5 working days over a 7-day period as per rota.
Extended hours/shifts as per seasonal operational requirements and flexibility to working patterns is required.




	POSITION IN ORGANISATION

	· Reports to Head of Operations, Bunratty Castle and Folk Park
· Works alongside other Operations Managers within the Operational Management team.
· Works closely with Senior Management, Business Unit Managers, Staff, External stakeholders and Suppliers




	MAIN PURPOSE OF ROLE

	As Operations Manager you will:

· Be responsible for all day-to-day operational management responsibilities, including opening and closing of a number of visitor attractions within the Clare Tourism Development DAC portfolio.
· Provide full line management and leadership for designated employees.




	KEY RESPONSIBILITIES

	Operational Management

· Lead day to day operational management across all areas of the heritage sites on a rotational basis, ensuring smooth, safe, and efficient functioning. 
· Oversee the delivery of a high-quality visitor experience, ensuring needs are anticipated and addressed proactively. 
· Maintain comprehensive awareness of site facilities, capacity management, activities, events and visitor offerings to support effective decision making.
· Represent the organisation professionally, providing excellent customer service and fostering positive engagement with visitors, tenants, suppliers, contractors and staff and act as the primary escalation point for operational issues. 
· Lead responses to operations incidents and emergencies including evacuations, adverse weather, security and first aid situations. 

· Conduct and coordinate regular inspections of facilities, equipment and public areas with safety, cleanliness and operational readiness in mind, working directly with the appropriate team member/manager to rectify deficiencies. 
· Ensure compliance and accuracy of operational logs reporting across daily, weekly and monthly cycles. 
· Oversee the operation, monitoring and troubleshooting of key business systems ensuring appropriate follow up on identified issues. 
· Coordinate scheduled, preventative and reactive maintenance activities and support upgrade projects ensuring timely resolution of issues and minimum disruption to operations and the visitor experience. 
· Champion initiatives that enhance the visitor experience, including product development, events, interpretation, exhibitions, educational content and promotional activities. 
· Assist with site tours, special events, filming activities, special interest groups and outreach activities to ensure smooth planning and delivery. 
· Gather and respond to visitor feedback, working closely with managers to ensure continuous improvement across the visitor experience. 
· Contribute to organisational planning, budgeting, marketing, financial management and participate actively in management meetings and projects. 


	Staff management and leadership 

· Motivate, grow, and develop the skillsets of all operational employees to deliver the requirements of their role – this includes training needs and personal development plans.
· Complete all employee related activity, including but not limited to, 1:1s, annual appraisals.
· Train and provide direction on operational and procedural issues using the SOPs as a guide/Develop/Review SOP’s where necessary.
· Use of the HR system (currently Clockwise), daily checking anomalies, updating records, ensuring all documentation is checked, uploaded and approved.
· Preparation of rosters and arranging additional cover as required including management and administration of annual leave and rostered off requests.


	Compliance 

· Manage all aspects of onsite health, safety and welfare for staff and visitors ensuring compliance with relevant standards, procedures and legislation.
· Ensure compliance with all company procedures including cash handling and sign off procedures.


	General

· Any other duties deemed necessary for the role and as directed by Clare Tourism Development DAC.






This job description is intended as a guide to the general range of duties and is intended to be neither definitive nor restrictive and is subject to review. 


PERSON SPECIFICATION

SKILLS, KNOWLEDGE, AND EXPERIENCE

	Essential 

	· Proven track record in a supervisory/management operational role
· Flexibility and a strong problem-solving approach to issues.
· Ability to demonstrate a high level of teamwork and motivation skills.
· Excellent customer services skills.
· Proven organisational skills and experience in multi-tasking.
· Ability to demonstrate a strong mechanical knowledge of visitor centre operation and maintenance.
· PC literate and good keyboard skills and Microsoft Office proficient.
· Must hold a full, clean driving licence and own car as travel is required as part of this role.



	Desirable

	· Experience in tourism services or visitor attractions.
· Project management experience
· Familiarity with Finance and HR systems would be an advantage, if not training will be provided.



	QUALIFICATIONS

	· Third level qualification in business management, operations, or related field - or significant and demonstrable experience in a similar role





Everyone who works for us is expected to:
· Demonstrate genuine commitment to our vision.
· Promote, believe in and work within our equity, diversity and inclusion policies and procedures.
· Promote and work within our safeguarding and health and safety policies and procedures.

Due to the nature of our business, flexibility in hours and tasks are required.
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