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Form to arrange for a job vacancy to be advertised

Name of manager making request: | Lizzie

Job Title: Co-founder
Department:

Email address: lizzie@now-u.com
Job title of role to be Head of Operations
advertised:

Date submitted: 3/10/25

What we are looking for [team needs]:

We are looking for a motivated, talented and reliable generalist to join our small non-profit team in
the voluntary role of Head of Operations.

You will join the leadership team for our remote charity start-up and work in collaboration with our
CEO to stabilise the organisation’s operations and drive growth. We are looking for someone who can
proactively build and lead small volunteer teams to execute on effective strategies, run high impact
charitable campaigns and explore new opportunities for now-u.

You must be comfortable working across a broad range of areas including campaigns, marketing,
partnerships, fundraising and core operations. We are looking for someone who is committed to
making a positive difference and championing our causes. Your strong communication, project
management and people skills will help us to deliver our long term strategy and ensure success.

What they will be doing [individuals role]: responsibilities will include

Overseeing daily operations and making adjustments as necessary

® Measuring the effectiveness and efficiency of operational processes both internally and
externally and finding ways to improve processes

® Assessing team capacity and supporting with the recruitment of new volunteers where
required

e Supporting teams with their day-to-day operations and providing strategic guidance

e Developing and implementing growth strategies in collaboration with the core leadership and
strategy team

® Supporting efforts to make now-u financially self-sufficient through both fundraising and
revenue generation
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® Leading core operations including financial management, HR and legal compliance
e Managing, supporting and motivating volunteers

Qualification/Experience

Level of experience
Student/Graduate/Entry/mid/seni
or

Essential

Desirable

Management experience

Mid

Strategic planning experience

Entry-mid

Interpersonal skills

Time management

Problem solving skills

Start-up experience

Operations experience

Availability required [hours per week]:

8-10 hours per week

Project length [long-term/short-term/flexible]

Long-term (at least 6 months)




