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Chief Operating Officer (COO)
Location: Hybrid (Central London-based with flexibility)
Hours: Full-time (40 hours per week) or part-time/job share considered. Evening and weekend work required, with travel around the country.
Salary: £55,000 – £60,000 per annum commensurate with experience (pro rata for part-time)
Contract: Permanent, subject to a six-month probationary period
About the British Muslim Trust
The British Muslim Trust is a UK-registered charity that provides confidential support and safe reporting for victims of anti‑Muslim hate across the UK, research and advocacy. BMT is dedicated to empowering communities through transformational support and to robustly monitor and record anti-Muslim hostility, hate crime and incidents. At the heart of the British Muslim Trust are grassroots communities around the country - the charity aims to connect with the most vulnerable - especially young people and women – who are most affected by anti-Muslim hostility. 
The Role
As BMT enters its next phase of development, the CEO will focus increasingly on external profile, strategy, and influence - making the Chief Operating Officer a central role. The COO will translate strategy into delivery, providing oversight across finance, people, and governance, whilst managing risk and ensuring the organisation can deliver on its ambitions.

BMT is a small, agile charity growing its team, establishing a permanent office, and widening its national impact. This is a critical moment to join and help shape its future.
We are seeking a proactive, collaborative senior leader who is equally comfortable with high-level direction and hands-on delivery - someone who gets things done, brings people with them, and acts consistently in the best interests of the organisation and the communities it serves. The COO will ensure BMT's finances, HR, operations, and administration run smoothly, whilst implementing robust systems and preparing the organisation for its next stage of growth.
Key Responsibilities
Strategic Leadership and Organisational Development 
· Work in close collaboration with the CEO to translate strategic objectives into operational plans, ensuring organisational priorities are delivered effectively.
· Provide clear, evidence-based analysis and recommendations to the CEO and Board to inform decision-making on operational and financial matters.
· Lead on the development and continuous improvement of organisational policies, procedures, and governance frameworks, ensuring compliance with charity law and regulatory requirements. 
· Monitor organisational KPIs, impact data, and quality standards, embedding robust reporting and learning processes across BMT. 
· Carry out ad hoc projects and represent the organisation externally when required.
Financial management
· Hold overall responsibility for the financial operations and integrity of the organisation, including budget management, cash flow forecasting, and financial planning and risk management. 
· Working with the external charities accountants to prepare monthly management accounts cashflow and quarterly reports for the Board of Trustees and funders. 
· Liaise with external accountants, auditors, and consultants to ensure regulatory compliance and effective audit processes. 
· Monitor restricted and unrestricted funds 
· Provide early warnings to the CEO on potential financial pressures or cash flow issues. 
· Support the CEO and Trustees in strategic financial planning and risk management.
· Make regular payments to suppliers, consultants and staff.
Operations and Administration
· Maintain overall responsibility for day-to-day operations, ensuring systems, processes, and infrastructure are efficient, effective, and scalable.
· Oversee all administrative functions, including office management, record-keeping, IT systems, supplier contracts, and logistics, supporting the establishment and ongoing management of BMT's permanent office.
· Ensure comprehensive, high-quality organisational records are maintained across all teams, with full compliance with GDPR and data management best practice.
· Oversee the BMT website via contractors, ensuring it is user-friendly, growing in reach, and optimised for community engagement, helpline reporting, and sharing updates and research.
· Support the back-office infrastructure of the helpline to ensure smooth day-to-day operation.
· Continuously identify and implement improvements to systems, workflows, and communications infrastructure.
People, Culture and Human Resources
· Oversee all HR operations, including recruitment, onboarding and induction, training and staff wellbeing. 
· Ensure that BMT’s employment practices comply with current legislation and reflect sector best practice, maintaining HR policies supported by external HR consultants where needed. 
· Champion and embed a positive organisational culture built on transparency, collaboration, and accountability.
· Support performance management and professional development for staff. 
· Oversee and manage external and regional consultants, ambassadors, volunteers and advisory boards, that support the work of the charity.
· Develop and oversee the BMT volunteer programme across the organisation.
Board and Governance
· Working closely with the CEO to ensure board papers are prepared to a high standard and distributed in a timely manner. 
· Attend and support Board meetings, subcommittee meetings, and governance reviews, taking confidential minutes as required. 
· Ensure all Charity Commission information is current and that governance obligations are fulfilled in accordance with BMT’s governing document and applicable law. organisational goals and charitable objectives.  
· Embed learning and evaluation practices throughout the organisation.
Person Specification
Essential
· Demonstrable experience in a senior operational or financial leadership within a charity or similar values-driven organisation. 
· Strong understanding of charity finance, including funder reporting and restricted fund accounting, budgeting, and cash flow management. 
· Experience managing HR functions, people management and best practice. 
· Excellent organisational and project management skills, with the ability to manage multiple priorities. 
· Exceptional interpersonal, communication and presentation skills, including the ability to produce clear and persuasive reports for a range of audiences.
· Comfortable working both strategically and hands-on (“rolling up sleeves” as needed). 
· A team player who operates collaboratively and supportively, who actively contributes to the success of colleagues, and the ability to work in a fast paced environment within a small team of doer’s, that thrive under challenge and are proactive in getting stuff done to achieve good outcomes.
· Proficiency in Microsoft Office and familiarity with accounting software (e.g. Xero, QuickBooks, etc.).
· A genuine passion for supporting victims of anti-Muslim hate and a deep commitment to advancing the rights, and wellbeing of Muslim communities across the UK. A deep commitment to equalities for all groups regardless of their background.
Desirable
· Experience working with external auditors or managing statutory financial review processes.
· Familiarity with charity governance, reporting requirements, and compliance frameworks. 
· Experience developing or managing volunteer programmes
Values and Behaviours
· Integrity, acting with honesty and transparency in all dealings, internally and externally. 
· Collaboration - working generously and constructively with others, and actively supporting the success of the whole team. 
· Accountability - taking responsibility for one’s own work and decisions, and embedding a culture in which all staff do the same. 
· Commitment to Vision, Mission  and Strategic objectives of BMT
Application Process:
To apply for this position, please submit the following, addressed to the CEO: 
• A current curriculum vitae (CV) of no more than three pages.
• A covering letter (no more than two pages) setting out your relevant experience, your motivation for applying, and how you meet the essential criteria outlined in this job description.

Application deadline: 18th June 2026
Interviews: w/c 22nd June 2026

BMT is committed to equality of opportunity and welcomes applications from all suitably qualified candidates, regardless of age, disability, ethnicity, gender, religion, or sexual orientation.
BMT reserves the right to close this vacancy early should sufficient applications be received. Early applications are strongly encouraged applying to: info@britishmuslimtrust.org.uk
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