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JOB TITLE:	Project Manager (Operations): 2-Years Fixed Term 

Responsible to:	Executive Director

Summary:	The Project Manager will drive optimal performance and operational synergies across Clore Leadership, managing the planning and delivery of an upgrade of operational technologies, processes and systems across the organisation.

The Project Manager will scope and manage the systems upgrade mapping and implementation phases, working with staff and external providers to ensure a timely and effective project conclusion. 

The Project Manager will demonstrate an informed understanding of current workplace technologies and experience of working on systems integration. They will communicate professionally and effectively; and provide excellent operational and project management skills to support the Clore Leadership vision, ambition and priorities.  

About Clore Leadership
Clore Leadership is a dynamic and inclusive resource for leaders and aspiring leaders in the arts, culture, and creative sectors. We aim to inspire and equip leaders to have a positive impact on society through great leadership of culture. Clore Leadership provides a robust and nurturing foundation for leadership, enabling leaders at every stage of their career to enhance their leadership skills, competencies, and performance. See www.cloreleadership.org for further information.  
 
Context
The review of organisational processes and needs has already been undertaken. This role will focus on refining recommendations, planning and delivering the operational synergies to achieve optimal organisational performance.

Key Responsibilities
Working closely with the Executive Director and colleagues, your responsibilities will include (but are not limited to):
· Drive the optimal performance and operational synergies across Clore Leadership ensuring alignment with business goals.

· Manage the review and rationalisation of current technologies and systems
· Work with Clore Leadership Teams to understand their needs and ensure technology solutions respond to business requirements and core team workflows. 
· Conduct assessments of current tools, identifying overlap, inefficiencies, and data silos, and exploring opportunities for effective integration and simplification.
· Consider how new systems can better support collaboration, reporting, compliance, and organisational culture.

· Guide the commissioning and resourcing of technological upgrades, to enhance organisational effectiveness including:
· Enhanced processes and systems to ensure smooth and effective workflows for staff in various roles
· Enhancing the collection, management and strategic use of data across all functions, ensuring compliance with GDPR 
· Driving efficiencies and insights to improve productivity, decision making and performance. 
· Support the Executive Director with embedding new systems, enhancing organisational culture and supporting the team to adapt and embrace new approaches including: 
· Planning and scheduling to ensure the effective delivery of the range of work 
· Managing the transition and integration of internal infrastructure, software and hardware, workflows and processes to ensure efficiency and performance. 
· Ensuring all data transfers and system movements take place in a timely manner 
· Ensuring all necessary training takes place in a timely manner

· Support the Executive Director with strategic oversight and management of key business processes including 
· tracking & maintaining operational policies & procedures 
· maintaining licences, insurances, and business liabilities  
· management and resourcing of IT systems   
· planning and implementing operational strategies, related budgets and ensuring compliance with quality and safety standards.  
 
· Working as part of the Clore Leadership team to 
· develop and promote an inclusive and equitable culture and working practices across our organisation
· support the safeguarding of all involved in our programmes
· ensure effective representation and advocacy of Clore Leadership externally across a range of stakeholders.

· Working in a flexible, cooperative way to contribute to the general management and administration of Clore Leadership, supporting colleagues where necessary and being prepared to take on any other strategic/operational duties that may be reasonably required.


Person Specification

Essential
· Proven project management experience in business/operations transformation.
· Broad and demonstrable understanding of modern technology trends.
· Experience of working with suppliers to deliver complex, high-impact technology projects to time and on budget.
· The ability to communicate effectively with technical teams, stakeholders and staff.
· Strong analytical and problem-solving skills.
· Sound knowledge of quality assurance indicators in relation to systems design and integration.
· The ability to think creatively and critically to generate ideas, take initiative and exercise good judgement. 
· Ability to be flexible and resourceful in achieving effective outcomes with limited resources. 
· Ability to work under pressure to meet deadlines, rationalise and manage a full and varied workload, to work unsupervised.
· High standard of accuracy and ability to pay close attention to detail.
· Commitment to inclusive and equitable practice and working culture.
· Supportive and empowering approach to working with others, as part of a small, busy and collaborative team.

Desirable
· Understanding of customer service driven approaches.
· Practical working knowledge of GDPR and experience of data collection and analysis.
· Knowledge of application, assessment and selection processes. 
· Experience of digital learning platforms. 
· Proven experience of business transformation in the cultural and creative industries.
OUTLINE TERMS & CONDITIONS

Contract:	Two Years Fixed Term 

Salary:	Fixed Term: £37,000 - £45,000 p.a. (dependent on experience)

Hours of work:	35 hours per week (normally 9.30 am to 5.30 pm), Monday to Friday, with one hour for lunch each day but may be varied by mutual agreement. Periodic travel & overnight stays. Flexible working / consultancy options can be considered. 

Place of Work:	Clore Leadership Offices, Hat House, 32 Guildford Street, Luton LU1 2NR. Clore Leadership also works from Somerset House Exchange, London WC2R 1LA. We are happy to discuss hybrid working proposals, noting that a minimum of one day per week in person either in Luton or London is required. 

Annual Leave: 	25 days pro rota holiday per annum, as well as statutory holidays.

Pension: 	A contribution equivalent to 9% of salary made to a pension scheme. 

Staff Benefits:	Cycle purchase loan scheme
	Employee Assistance Programme (available through Somerset House, & includes mental health & wellbeing support).

Training/CPD:	Individual and team training / on-the-job support is provided.

Clore Leadership is an equal opportunities employer, and we particularly welcome applications from D/deaf, disabled and neurodivergent and Global Majority and other underrepresented groups. Further information about Clore Leadership is available on our website: www.cloreleadership.org  


HOW TO APPLY
· Please send a covering letter (not more than 2 pages) explaining why you are applying for the job and how you believe you would be a suitable candidate for this post, together with a CV (no more than 4 pages) with names and contact details of two people who would be able to provide a reference on your suitability for the post, if required after interview.  

· We ask all candidates to fill out the online Equal Opportunities monitoring form on our website. This information is used to review who applies for roles with us.

· We will interview D/deaf or disabled candidates who meet the essential criteria for this role and who are applying for the first time.

· If you have questions please email Ellen Dean, Administration & Communications Executive, ellen.dean@cloreleadership.org / 020 4582 6683. 

· Your application should be emailed to ellen.dean@cloreleadership.org. Please include ‘Project Manager (Operations)’ in the subject.

Closing Date for receipt of applications: 12 Noon on 5th May 2026 

Interviews will be held via Zoom on 12th May 2026
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