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	Position
	Operations Delivery Lead

	Reporting to
	Operations Director

	Location
	Flexible



***This role is open to current WiN Volunteers***

Please note that this is a voluntary post.
Please gain confirmation of your line manager support before applying.

Main Responsibilities	
Overall: 

Develop and manage Operations Delivery team to support the effective delivery of operational activities across the organisation, including ensuring smooth processes for membership management and volunteer management, onboarding, internal communications and collaboration, and internal events.

More detailed responsibilities:
• Support of and deputising for Operations Director
• Development of Operations Delivery team in support of the wider organisation, including:

• Membership Management
Oversee and maintain accurate membership records and databases.
Support member engagement initiatives and respond to membership queries.
Coordinate membership applications, onboarding processes and change requests.
• Onboarding & Volunteer Support
Manage onboarding for new members, volunteers, and committee leads.
Develop and maintain onboarding materials and guidance.
Act as a point of contact for operational queries from volunteers.
• Internal Communications
Coordinate internal communication channels to ensure timely and consistent messaging.
Prepare and distribute updates, newsletters, and announcements to committees and members.
Support the Operations Director in aligning communications with organisational strategy.
• Event Coordination
Organise and deliver internal events (e.g., committee meetings, training sessions, networking events).
Manage logistics, scheduling, and resources for internal events.
Ensure events run smoothly and support post-event feedback and reporting.
• Operational Support
Assist the Operations Director in implementing operational plans and priorities.
Monitor and improve internal processes for efficiency and compliance.
Maintain documentation and ensure adherence to organisational policies.
• Reporting & Continuous Improvement
Provide regular updates and reports on membership, onboarding, and event activities.
Identify opportunities to streamline operations and enhance member and volunteer experience.
Support the development of best practices and operational standards.

Qualifications and Experience
It is likely that the successful candidate will have:
· Knowledge of WiN operations.
· Strong problem-solving and communication skills.
· Ability to independently design and deploy solutions.
· Proactive and organised, with attention to detail.
· Ability to develop and manage team.
· Comfortable working independently and collaboratively in a remote setting.
· Passion for WiN UK’s mission to promote gender balance and inclusion in the nuclear sector.
· IT proficiency (Office 365, etc.)

Commitment required
· Up to 10 hours per month, with likely “peaks and troughs” in work. 
· Commitment to the role for at least one year. 
· Opportunity for job-share can be explored.

Inclusion
WiN UK is an inclusive organisation. We don’t just accept difference—we celebrate it as a core value at the heart of our mission. We believe that an inclusive organisation is a successful and happy organisation. We therefore welcome applications from those in under-represented groups. We are committed to ensuring a fair and inclusive selection process for all applicants.

How to apply 
Send your CV with cover letter to recruitment@winuk.org.uk
with subject line “Vacancy – Operations Delivery Lead”
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