
 

 

 

OLDER CITIZENS ADVOCACY YORK (OCAY). 

CHARITY MANAGER RECRUITMENT - CANDIDATES INFORMATION PACK 

 

 

Dear Potential Applicant 

Thank you very much for your interest in our vacancy. I hope you will find our information 

pack comprehensive and helpful as you decide whether to apply to be our next Charity 

Manager. 

Of course the Charity Manager role is an absolutely critical one for us. Ruth Potter, who is in 

post until August this year, has achieved a great deal in building an excellent staff and 

volunteer team, and in improving our profile and credibility. We are particularly proud that 

in the last two years OCAY has won a Charity Governance Award, and has achieved Investing 

in Volunteers reaccreditation.  

We now enter an exciting new phase, during which we want to find new ways to support 

our clients as well as to build on the strong platform that is in place. Our next Charity 

Manager will have the challenge of taking us to the next stage of our development, working 

with OCAY staff, volunteers and trustees to build a continuously evolving Charity which is 

both unique and exceptional. The mood of the Charity as we make this appointment is to be 

confident, but absolutely not complacent! 

I hope you enjoy reading the information pack and finding out more about the role, and I 

would be delighted if you decided to make an application. 

 

With best wishes 

 

Matthew Knight 

Incoming Chair of Trustees   



 

 

At OCAY, we believe older people have the right to a voice in 

decisions which affect them.  

Our mission is to help people have their voices heard, through 
skilled advocacy.  

Advocacy simply means supporting people to speak up for 
themselves when there is something they want to do or say. 
 

 

Our Story 
 
OCAY has offered an independent, free, and confidential advocacy service to those over the 
age of fifty in the City of York area for over 20 years.  During that time OCAY has grown in 
reach and success.   
 
“I have always been passionate about the way older people are treated in our society. 
Often they are portrayed as a burden but they make a valuable contribution to our world 
and should be treated with dignity and respect.” (Trustee profile) 



 
OCAY supports clients with a diverse range of issues. We help people with benefits, 
including information, form-filling, and assessments, also with a wide range of issues 
including consumer complaints, family, housing, and employment issues.   Last year OCAY 
supported over 300 clients to resolve a range of issues important to their lives.  Maximising 
clients’ income is an important aspect of our work, but we support older people with 
whatever matters to them. 2020/21 AGM report 
 
‘I definitely needed help during the telephone assessment and my advocate was very, 
very helpful.’ (Client feedback) 
 
‘Without them I wouldn't have gone to the Tribunal.’ (Client feedback) 
 
‘Knowing I can ask for help has been really helpful and getting the help has given me 
emotional support just when I needed it.’ (Client feedback) 
 
“I appreciate All your help and the Advocacy without you All l wouldn't be here.” (Client 
feedback) 
 
OCAY has two volunteer roles, Volunteer Advocate and Friend of OCAY. There are currently 
35 active volunteer advocates and 8 Friends of OCAY. The number of volunteers has grown 
significantly in the last three years, and our volunteers are absolutely central to our service. 
We provide in depth training and professional support for all our advocates.  Volunteer 
advocates come from a range of backgrounds, and they are all passionate about supporting 
older people to have their voice heard.  Friends of OCAY provide valuable support such as 
delivering leaflets, fund raising and outreach.  
 
‘in 2018 they had 11 active volunteers and now in 2021 they have 35 active volunteers.’ 
(Investing in Volunteers assessor report) 
 
OCAY is an effective and well regarded charity.  Last year OCAY was successful in securing 
four-year funding from the National Lottery Reaching Communities fund and we have been 
recognised by awards and accreditations, like the Charity Governance Award 2020 and 
recently reaccreditation for the Investing in Volunteers Award  
 
‘… judges noted that trustees have been very effective in using the learning emerging 
from their work with clients to better understand clients’ unmet needs, and have shaped 
the organisational strategic priorities and fundraising efforts accordingly.’ (Feedback from 
Governance Awards 2020) 
 
At OCAY we are always striving to be the best we can be and to use our expertise to help 
more older people find their voice.  Our outreach work and work with partners seeks to 
ensure that people in all areas and from all backgrounds know we are there to assist them.  
And we are always looking for new opportunities to help, such as working with local prisons 
and with armed forces veterans. 
 

https://oldercitizensadvocacyyork.org.uk/2022/02/22/ocay-agm-annual-report-2020-2021/
https://oldercitizensadvocacyyork.org.uk/2022/02/02/investing-in-volunteers-report/


We believe it is important to evaluate the effectiveness of our work, so we survey 
volunteers and clients regularly and use their feedback to inform our plans.  Long term 
Impact Study 
 
‘They are amazing, we all have a great relationship with them, you probably have lots of 
volunteers who say this, but I do feel like I am part of a family and I’ll be here as long as I 
can be’ (Volunteer speaking about staff in IiV assessor report) 
 
Our annual running costs are in the region of £90k.  The Annual Accounts for 2020/21 are 
here. OCAY is funded primarily by the National Lottery as well as several smaller grants, 
donations and our own fundraising.  
 
We are based at the Priory Street Centre, a community building that is owned by York CVS 
and accommodates other Third Sector organizations such as York CVS, Healthwatch York 
and the Welfare Benefits Unit. 
 
‘Clients come to OCAY in a variety of ways - some are referred to us by organisations 
across the city, some contact us directly by phone or by email, some enquire via our 
website, others have heard about us through a friend or have previous experience working 
with us. We post leaflets through doors and advertisements in local magazines and papers 
to ensure that everybody is aware of our service and know they can contact us, whatever 
the issue.’ 
 
OCAY was able to respond swiftly to the COVID-19 pandemic, largely due to the systems 
already in place and capable of being quickly updated. These included a well-established risk 
management culture with a risk register in place, and an IT infrastructure which already 
facilitated remote working and record keeping for both staff and volunteer advocates. Good 
communications within the organisation and  the willingness of everyone to adapt kept 
volunteers strongly in the loop and able to confidently continue in their roles, moving to 
telephone rather than face to face advocacy.  Client numbers were maintained and have 
increased as the pandemic subsides, and ongoing monitoring allows us to identify emerging 
trends. 
 
‘During the pandemic OCAY managed to make the volunteering programme more 
accessible for volunteers. They offered Zoom information and peer support sessions for 
volunteers on a monthly basis during lockdown and saw a significant increase in numbers 
attending the programme. Some volunteers reported that these sessions provided ‘a 
lifeline’ for them during the lockdown, as they were very socially isolated. OCAY continue 
to offer an online programme for volunteers.’ (IiV assessor report) 
 
 
You can find out more about OCAY at https://oldercitizensadvocacyyork.org.uk/ 

 
 
 

  

https://oldercitizensadvocacyyork.org.uk/2022/01/18/ocay-long-term-impact-study/
https://oldercitizensadvocacyyork.org.uk/2022/01/18/ocay-long-term-impact-study/
https://oldercitizensadvocacyyork.org.uk/wp-content/uploads/2022/02/Management-Accounts-2020-2021.pdf
https://oldercitizensadvocacyyork.org.uk/


Join our team 
 
OCAY is governed by a board of trustees and has three members of staff:  
The Charity Manager manages the work of OCAY overall and monitors and develops the 
effectiveness of the service. The Manager is responsible for applying for grants and leading 
the development of the organisation. [30 hours a week] 
The Lead Advocate gives support and supervision to volunteer advocates, manages their 
own caseload, carries out initial meetings with all clients and supports OCAY development 
work. [Full time - 37 hours a week] 
The Charity Support Assistant is the first line of contact for clients, volunteers, and external 
organisations, provides the day to day administrative, financial, and business support for 
OCAY, and undertakes outreach work in the community. [25 hours a week over five days] 
 
We are now looking for a Charity Manager to replace Ruth Potter who will be retiring this 
summer.  We have planned the recruitment process carefully so the new Charity Manager 
can take up post on 4th July and have two months to work alongside Ruth.  
 
This is an exciting role and an exciting time to join OCAY, early in our new round of Lottery 
funding which will enable new initiatives and new developments in our services. As we 
emerge from the pandemic, we know the cost of living is rising and more people will need 
our help to get their voice heard.  We want to extend our reach to support more people 
from all backgrounds and look for new ideas and opportunities for working with partner 
organisations.  
 
We are a successful and well-run charity.  We have secured National Lottery funding for four 
years but other sources of income need to be pursued.   
 

About You 

 
Is this the right role for you?  
You will enjoy being part of a team and have some experience of managing others, either in 
a work or community setting.  You will be adaptable and able to get the best out of people 
to get the job done.  You will enjoy the opportunity to work with and support a highly 
committed and skilled group of trained volunteers. 
 
You will be curious, full of ideas and enjoy new challenges, but at the same time, practical – 
a doer with a track record of successful delivery. 
 
To be a success in this role you’ll need to get along with a wide range of people and be able 
to get your message across in a friendly but persuasive way.  
 
Ideally you will have experience of the workings of a small charity, but if not, you will 
understand and appreciate what makes for a successful voluntary organisation.   
 
Crucially, you will easily identify with OCAY’s mission to support older people and 
understand the challenges our clients can face. 



Terms and conditions of employment 
 
The funded hours for the Charity Manager are 30 hours per week.  You can choose to work 
this over four or five days a week, subject to agreement with the Chair of the Trustees.  You 
would be expected to work in the OCAY office at the Priory Street Centre and your role will 
also involve visiting various locations across York. 
 
The post is graded SO2 on the local government national pay and grading system. The 
current full time salary range is £30,984 to £32,798 so the pro-rata rate for 30 hours per 
week is £25,122 to £26,592 a year.  These figures applied from 1 April 2021 and are due for 
review in 2022.  New starters will normally start on the first point of the pay range. 
 
The successful candidate will need to complete a six month probationary period. This 
position is subject to an enhanced DBS check. 
 
There will be opportunities for learning and personal development throughout your time 
with OCAY. 
 
 
 
  



How to apply 
 
We hope you are excited by the opportunity to join OCAY.  You will find a full job description 
and a person specification for the role of Charity Manager on the following pages. 
 
To apply you will need to submit the following four documents to Ruth Potter, 
ruth@ocay.org.uk by 12 noon on Monday 9th May 

- A personal information form.  
- Your latest CV. 
- A supporting statement setting out how you meet the essential person specification 

criteria.  You can draw on your skills, knowledge and experience gained in a work or 
community setting. 

- An equal opportunities monitoring form. This will be used for monitoring purposes 
and will not be shared with the shortlisting panel. 

 
What happens next? 
 

After the closing date, the selection panel of three Trustees will review all the 
applications.  You will be notified if you have been shortlisted by email in week 
beginning 9th May and invited to a one-to-one conversation with Matthew Knight, the 
incoming Chair of OCAY 

 
The selection process will take place on Wednesday 18th May at the Priory Street Centre in 
central York. 
 
The selection process will be made up of: 

- A discussion with group of OCAY volunteers; 
- An interview with the selection panel of three Trustees.  You will be asked to make a 

10 minute presentation at the beginning of the interview on a topic you will be 
notified of in advance. 

- There will also be an opportunity to visit the office and meet the team. 
 
Start date 
 
The start date for the new Charity Manager is planned for 4 July 2022, with an overlap 
period with the current postholder, Ruth Potter, who retires on 31 August 2022.  The 
overlap period, made possible by planning for succession and Lottery funding, will allow a 
strong handover and additional capacity to prepare bids for grants and other funds to cover 
our operating costs.  

 

 

 

 

OLDER CITIZENS ADVOCACY YORK 



JOB DESCRIPTION 

 

Job Title:   Charity Manager 

Responsible to: Management Committee through Chair of Trustees  

Responsible for: Charity Support Assistant 

Lead Advocate 

Volunteers   

Key relationships:  Staff; Volunteers; Clients; Chair, Treasurer and Management 

Committee; Local Agencies and Professionals; Funders and other 

Stakeholders  

Hours: 30 hours per week with the option to work four or five days per week 

Salary Scale: £30,984 - £32,798 pro rata (Grade SO2 of the local government                

national pay scale. These figures apply from 1 April 2021 and are due 

for review in 2022)   

Location:  York  

Funding:  This is a permanent position that is funded from a variety of sources.  

 

About OCAY: 

OCAY is a small forward-thinking charity with a dedicated team of staff and volunteers who 

provide a free, confidential and independent advocacy service to over 50s.  We have 

continued to provide an excellent service to clients despite the challenges posed by the 

pandemic, and we are proud to have recently won awards for good governance and 

investing in volunteers. 

Job summary:  

To lead and manage the charity to a high standard, enabling it to use its resources effectively 

to deliver an advocacy service to older people in the City of York and surrounding area.  To 

ensure the delivery of the organisation’s strategic plan and operational action plan, in 

partnership with the Trustees, staff and volunteers.  

Main duties and responsibilities: 

1. To work in close partnership with the Management Committee over the development, 

maintenance and implementation of the strategic and operational plans for OCAY, 

including the annual budget.  This includes regular reporting to the Committee and 

attendance at meetings as required. 



2. To manage the organisation’s resources effectively, overseeing the day-to-day 

financial management of the funding available to run the service; to liaise with the 

Honorary Treasurer over financial management and reporting and seeking his/her 

advice as appropriate.  Contribute to the process of completing the year-end accounts 

and annual report.  

3. To lead the staff team, including ongoing performance management and appraisal, 

and enabling access to appropriate training and skills development within available 

resources, including delivering training where required.  To ensure that the staff and 

volunteers have a full understanding of their roles in reaching goals and objectives for 

the service identified within the strategic and operational plans and work effectively 

towards these.   

4. To liaise with and provide support to volunteers on a one-to-one and small group basis 

as required.  To ensure that all appropriate policies and procedures are in place and 

are used to support staff and volunteers.   

5. To ensure regular monitoring and evaluation of the service, including the timely 

production of required reports to both the Management Committee and funding 

bodies, using appropriate information management systems. 

6. To develop and implement the organisation’s funding strategy, which will include bids 

to the National Lottery, other trusts and foundations, community fundraising, 

business sponsorship and trading income.  To ensure that appropriate tasks are 

allocated to staff, trustees, volunteers and any external contractors, ensuring that 

income generation targets are met in a timely manner, reporting any concerns or 

variances against targets to the Committee.   

7. To ensure that the service is delivered to a high standard, identifying suitable external 

quality assurance systems, and ensuring that the standards within those systems are 

implemented.  Where appropriate, identify and research different methods of 

delivering the service to clients (for example, in ways that promote accessibility, or 

which utilise technological advancements). 

8. To lead OCAY’s outreach work, ensuring that the work of OCAY is promoted directly 

to the public as part of the organisation’s outreach strategy. This includes identifying 

and researching particular areas of need, for example geographical communities and 

communities of interest that are under-represented in OCAY’s client profile. 

9. To identify and research opportunities to develop the service, e.g. to reach new 

markets as identified in the strategic plan.  Where appropriate work with colleagues 

and partner organisations to research such opportunities, design any pilot 

programmes and evaluate their viability.  

10. To build and maintain positive working relationships with relevant agencies and 

professionals, promoting OCAY as a credible partner.  To represent OCAY on external 

bodies and raise the profile of OCAY externally, as agreed with the Management 

Committee.  



11. To ensure the organisation is compliant with external bodies and legislation, including 

but not restricted to, Charity Commission, Data Protection Commissioner, Health and 

Safety Executive, Quality Assurance bodies and funders.  Where necessary undertake 

the appropriate research and implement plans to ensure compliance.  

12. To undertake any other reasonable duties as required, commensurate with the post. 

 

  



OCAY Charity Manager – Person Specification 

 

ESSENTIAL 

 
Leadership and Management  

Credible leader and manager, with experience gained either in the third sector or in an 
equivalent/comparable area of activity. 

Experience of leading a small team effectively, and skills in influencing and developing 
people 

Planning and Service Delivery 

Demonstrated understanding of, and a commitment to, addressing issues and challenges 
relating to older and/or vulnerable people in an empathetic and respectful way  

Understanding and appreciation of what makes a successful voluntary organisation 
 

Commitment to working supportively and constructively with volunteers 
 

Experience of developing short and long term plans in a collegial and team-based way, 
and of measuring the impact of those plans 

Skills and abilities  

Excellent interpersonal, communications and influencing skills to facilitate both effective 
working relationships with staff and volunteers, and to present and promote the charity 
externally with credibility  

Demonstrated ability to promote the principles of diversity and equal opportunities in 
people management, service delivery and development 

Ability to work under own supervision and to use initiative in setting and continuously re-
assessing priorities to achieve deadlines and exploit opportunities  

Proven track record of achieving results and solving problems using innovation and 
flexibility 

Evidence of ability to plan and identify opportunities in a progressive, forward thinking 
and open-minded way. 

Experience of setting budgets and managing finances in line with agreed budgets 
 

Broad general IT skills 

 

DESIRABLE 

Experience and skills in deploying a flexible range of fundraising methods and initiatives, 
including grant submissions 

Demonstrated skills in working effectively with a volunteer Trustee Board, or an 
equivalent Board or Management Committee 

Proven track record of developing networks and nurturing key relationships with 
demonstrable positive outcomes 



Experience of successful project management, including report writing, monitoring 
systems and data analysis 

Experience of working to relevant quality standards e.g. Investing in Volunteers 
 

A working knowledge of York, its institutions, and its voluntary sector 
 

Experience in designing and delivering training to adults 
 

 
 

 


