[image: A green wire on a black background

Description automatically generated][image: Green letters on a white background

Description automatically generated] 
[image: Green letters on a white background

Description automatically generated][image: A green wire on a black background

Description automatically generated]


October 2026



Dear Applicant,

Thank you for your interest in the Operational Co-ordinator role with our charity. The post will be advertised for two weeks, and applications must be emailed by 12 noon on 21 October 2026.

We will shortlist applications and contact candidates selected for interview by 2 November. Interviews are scheduled for the morning of Monday 9 November. Due to limited resources, we will not contact unsuccessful candidates.

Please email your CV with a covering letter explaining why you are suitable for the position.

These documents should be sent to operations@gninc.org.uk

We look forward to hearing from you.

Yours Sincerely


R. A. Mathews


Rosemary Mathews 
GNINC Chairperson


	Operational Co-ordinator Wanted
to work with volunteers and our clients


Make a Real Difference!
Do you love bringing people together and making things happen?
We’re looking for a friendly, organised, and motivated Operational Co-ordinator to help coordinate our amazing team of volunteers and ensure our clients get the help they need to remain independent in their own home. 

What you’ll do:
Welcome and support new volunteers, making them feel part of the team
Co-ordinate volunteer schedules and activities with our administrator
Help ensure our clients feel respected and supported
Keep everyone informed and inspired
What we’re looking for:
Great communication and people skills
A knack for planning and problem-solving
Enthusiasm for our cause and a positive attitude
Good IT skills
Own transport to get around North Cardiff
What you’ll gain:
The joy of making a real impact in your community
New skills in leadership, organisation, and teamwork
A friendly, supportive environment
	📍 Location: Flexible – Hybrid options for in-person and remote working
📅 Commitment: 16 hours a week part-time over four days a week
💌 How to apply: Email Operations@gninc.org.uk with your CV and a short note about why you’d like to join us or arrange for an informal chat using the same email address



Let’s make a difference together!




	Rydym Angen Cydlynydd Gweithredol
i weithio gyda’n gwirfoddolwyr a’n cleientiaid


Gwnewch wahaniaeth go iawn!
Ydych chi wrth eich bodd yn dod â phobl at ei gilydd a gwneud i bethau ddigwydd?
Rydym yn chwilio am Gydlynydd Gweithredol cyfeillgar, trefnus a llawn cymhelliant i helpu i gydlynu ein tîm anhygoel o wirfoddolwyr a sicrhau bod ein cleientiaid yn cael y cymorth sydd ei angen arnynt i aros yn annibynnol yn eu cartref eu hunain. 
Beth fyddwch chi’n ei wneud:
Croesawu a chefnogi gwirfoddolwyr newydd, gan wneud iddynt deimlo’n rhan o’r tîm
Cydlynu amserlenni a gweithgareddau gwirfoddolwyr gyda’n gweinyddwr
Helpu i sicrhau bod ein cleientiaid yn teimlo eu bod yn cael eu parchu a’u cefnogi
Cadw pawb wedi’u diweddaru a’u hysbrydoli
Yr hyn rydyn ni’n chwilio amdano:
Sgiliau cyfathrebu a sgiliau pobl rhagorol
Dawn i gynllunio a datrys problemau
Brwdfrydedd dros ein hachos ac agwedd gadarnhaol
Sgiliau TG da
Eich trafnidiaeth eich hun i deithio o gwmpas Gogledd Caerdydd
Yr hyn y byddwch chi’n ei ennill:
Y boddhad o wneud gwahaniaeth gwirioneddol yn eich cymuned
Sgiliau newydd mewn arweinyddiaeth, trefnu a gwaith tîm
Amgylchedd cyfeillgar, cefnogol
	📍 Lleoliad: Hyblyg – Opsiynau hybrid ar gyfer gweithio wyneb yn wyneb ac o bell
📅 Ymrwymiad: 16 awr yr wythnos yn rhan-amser dros bedwar diwrnod yr wythnos
💌 Sut i wneud cais: E-bostiwch Operations@gninc.org.uk gyda’ch CV a nodyn byr ynghylch pam yr hoffech ymuno â ni neu drefnu sgwrs anffurfiol gan ddefnyddio'r un cyfeiriad e-bost


Gadewch i ni wneud gwahaniaeth gyda’n gilydd





October 2026
FORMAL JOB DESCRIPTION
OPERATIONAL CO‑ORDINATOR

Reporting to: Chairperson and Secretary

You will be responsible for the day‑to‑day management and overall monitoring of Good Neighbours in North Cardiff, ensuring the continued success of the organisation in the local community. 

Main Responsibilities and Duties:

· Recruit, manage and support the volunteers following the practice of assessment and one to one interview.

· Provide appropriate support for volunteers, as deemed necessary.

· Visit all new clients and assess their needs and suitability for the service.

· Develop and maintain the charity’s computer based systems necessary to support the efficient operation of the organisation.

· Attend meetings of the Executive Committee.

· Produce reports as required by the Executive Committee.

· Produce regular newsletters for volunteers and the Executive Committee.

· Represent the organisation at various groups and committees, also at events in the local community.

· Liaise with statutory, voluntary, and private organisations, to meet the needs of the community.

· Work closely with and supervise the work of the Administrator and work with them to ensure the provision of office cover in the event of holidays, sickness, or other absence.

· Give talks to local groups, and provide publicity material for local displays, exhibitions, and other events.





Support for the Executive Committee:

· As the Operational Co-ordinator you will take responsibility to: -

· Identify, define, and implement policies relating to the operation of the organisation to meet legal, statutory, and good working practice requirements.
· Identify, monitor, and respond to situations presenting risk to the organisation particularly linked to safeguarding.
· Contribute to the preparation of funding applications.
· Help raise general funds.
· Where required liaise with funding bodies

· Support the Chairperson, Secretary and Treasurer of the Executive Committee in respect of the discharge of their responsibilities, notably concerning:

· Supporting the Executive Committee
· Supporting the Annual General Meeting
· Providing reports as required
· Banking donations and other money as necessary in liaison with the Treasurer
· Providing receipts for any expenditure undertaken on behalf of the charity.









Cymdogion Da yng Ngogledd Caerdydd
Good Neighbours in North Cardiff
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