
 
 

 

Job Description 

Job title: Head of Operations 
Department: Operations 
Jurisdiction: Jersey 

 

ADMIN-34539467-1 

 

Purpose of the role 
 
Reporting into the Head of Service Innovation, this role is responsible for the leadership and development 
of a cross jurisdictional legal services support and operations teams of circa 80fte. In addition to the legal 
services teams the role is also accountable for the management of the property strategy across 7 diverse 
jurisdictional office locations.  
 
Key Tasks 

 Central management of a pan jurisdiction Legal Services support team driving efficient and 
effective delivery of high quality administrative tasks  

 Define and lead clear operational service standards through implementation of data led SLAs and 
KPIs 

 Drive an 'Ogier Best Way' ethos across the support team through rigorous process analysis to 
drive alignment and consistency  

 Identify opportunities for centralisation and commoditisation of key process areas to deliver 
scalable solutions to meet increased volumes 

 Define achievable targets and goals for the support team to ensure they meet client and business 
needs, reviewing on a regular basis 

 Manage the delivery of property and office strategy across each location to provide an effective 
working environment utilising space effectively to stimulate increased staff collaboration and 
flexible working 

 
General Management Responsibilities 

 Manage the team resources as required to support client demands/flex of work across teams 
 Directly handle escalated issues and implement tools to tackle root cause 
 Implement and take ownership for the delivery of a detailed business planning framework to build a 

transparent/trackable programme for activity 
 Put in place day to day supervisory and management structures to sustain effective functioning on 

the ground 
 Provide coaching and development support for the wider support team, undertaking regular 

performance reviews and addressing issues in a timely manner 
 Build an effective pan jurisdiction operation and maintain team spirit through active collaboration, 

talent management and strong leadership focus 
 Lead the use of lean management/continuous improvement tools to support sustainable, 

incremental business improvements 
 Manage team budgets in line with agreed mandate 

 



 
 

 

Job description (cont.) 

 

ADMIN-34539467-1 

 
Skills required 

 Self-driven, confident and willing to take on responsibility with the ability to keep resilient under 
pressure 

 Practical experience of managing multiple and diverse operational processes within a business 
environment 

 Demonstrated ability to build and lead a strong motivated team by providing guidance, feedback 
and day to day direction  

 Excellent collaboration skills through strong stakeholder management and confidence to build 
relations in multiple locations 

 Proven ability to influence, negotiate and communicate with internal and external customers 
through verbal and written formats 

 Good understanding of LEAN/Six Sigma and/or general continuous improvement tools, ideally with 
a relevant accreditation 

 Structured approach to planning, prioritisation and control of own and team workload 
 Ability to persuade and influence others using a range of positive approaches; consistently seeks 

‘win-win’ outcomes 
 Proven diagnostic, problem solving and decision making skills 
 Technically advanced, always striving to make best use of available systems 

 
Contact 
To apply for this role please send your CV to recruitment@ogier.com 

 

 

 

 

 

 

 

 

 

 

 

Regulatory information can be found at ogier.com 


