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	Job Title
	Business Operations Manager

	Salary
	£33,699

	Hours
	37.5 per week

	Contract
	Permanent

	Responsible To
	Chief Executive Officer (or equivalent senior leader)

	Responsible For
	Business Support Officer
Reception and Administrative Volunteers (where applicable)

	Location
	Based at the organisation’s offices with occasional travel as required.

	Purpose of the Role

The Business Operations Manager leads the organisation's day-to-day operations and ensures efficient, effective operational systems are in place to support staff, volunteers, trustees, and service delivery.
The postholder will provide operational leadership across office management, business support, finance administration, human resources administration, facilities management and organisational compliance. They will ensure that operational priorities are effectively coordinated, business support services are delivered to a high standard, and the organisation maintains safe, efficient and compliant working practices.
Working closely with the Chief Executive Officer and senior managers, the Business Operations Manager will contribute to the continuous improvement of operational systems and processes, build organisational resilience, and support the charity in achieving its strategic objectives.

	Key Responsibilities

1. Office Management
· Act as the operational lead for the organisation's day-to-day business operations.
· Coordinate and manage office administration, ensuring operational priorities are identified, monitored and completed effectively.
· Maintain effective office systems and procedures to support efficient service delivery.
· Ensure office resources, equipment and supplies are available and maintained.
· Oversee reception services, ensuring visitors, families, volunteers and stakeholders receive a welcoming, caring and professional experience.
· Oversee organisational communication channels, ensuring enquiries received by telephone, email, social media and in person are managed efficiently and directed appropriately.
· Oversee room booking systems and ensure meeting rooms and shared spaces are effectively managed and utilised.
· Support the continuous improvement of operational systems, processes and ways of working.

2. Financial Administration
· Oversee the organisation's day-to-day finance administration processes.
· Ensure invoices are raised, processed and paid in accordance with organisational procedures.
· Oversee staff and volunteer expense claims.
· Maintain accurate financial records and supporting documentation.
· Liaise with finance colleagues, suppliers and service providers to ensure financial processes are completed efficiently.
· Support budget holders by obtaining quotations, arranging purchases and coordinating procurement activities.
· Monitor supplier contracts and maintain positive working relationships with contractors and service providers.
· Support the preparation of financial information as required by senior leaders and trustees.

3. Human Resources Administration
· Oversee HR administration processes across the organisation.
· Ensure employee and volunteer records are maintained in accordance with GDPR requirements.
· Coordinate recruitment administration, onboarding, induction and employment documentation.
· Support managers with recruitment processes and safer recruitment practices.
· Monitor mandatory training, DBS renewals, probation reviews and compliance records.
· Ensure HR systems remain accurate, compliant and up to date.
· Coordinate administration relating to sickness absence, annual leave and staff records.

4. Business Support Management
· Lead and develop the Business Support Team.
· Provide day-to-day supervision, guidance and support to administrative staff and reception volunteers.
· Coordinate workloads to ensure effective operational cover throughout opening hours.
· Promote high standards of customer service across all business support functions.
· Ensure operational procedures are documented and regularly reviewed.
· Identify opportunities to improve efficiency and streamline administrative processes.

5. Facilities and Building Management
· Oversee the day-to-day operational management of the organisation's premises.
· Ensure the building remains safe, accessible and fit for purpose.
· Coordinate planned and reactive maintenance.
· Liaise with the landlord, contractors and external providers regarding repairs and maintenance.
· Monitor facilities-related issues to ensure timely resolution.
· Ensure meeting rooms and community spaces remain operational and well maintained.
· Coordinate health and safety inspections and premises-related compliance activities.
· Ensure adequate resources and equipment are available to support staff, volunteers and service users.

6. Governance, Compliance and Health & Safety
· Coordinate operational compliance with organisational policies and procedures.
· Maintain systems supporting health and safety, GDPR, safeguarding and statutory compliance.
· Support the preparation of information required for Board meetings, audits and inspections.
· Maintain operational risk registers and compliance records where appropriate.
· Ensure policies and operational procedures are reviewed and updated in line with organisational requirements.
· Promote a culture of accountability, continuous improvement and compliance throughout the organisation.

7. Data, Monitoring and Performance
· Coordinate the collection and maintenance of organisational operational data.
· Ensure operational records remain accurate and up to date.
· Support the preparation of monitoring information for contracts, grants and organisational reporting.
· Produce operational reports for senior leaders and trustees.
· Use management information to identify opportunities for service and operational improvement.

8. Partnership and Customer Experience
· Build positive relationships with staff, volunteers, trustees, service users, partners and external organisations.
· Ensure all visitors and stakeholders experience a welcoming and professional service.
· Support community use of the organisation's facilities.
· Represent the organisation professionally when dealing with external organisations and suppliers.

General Responsibilities

The postholder will:

· work collaboratively across the organisation to support organisational objectives;
· contribute to organisational planning and continuous improvement;
· maintain confidentiality and comply with GDPR requirements;
· undertake training appropriate to the role;
· work in accordance with organisational policies and procedures;
· undertake any other duties commensurate with the level of the post.


	Safeguarding

The postholder is expected to safeguard and promote the welfare of children, young people and vulnerable adults and to work in accordance with the organisation's safeguarding policies and procedures.


	Equality, Diversity and Inclusion

The postholder will actively promote equality, diversity and inclusion and help create a welcoming, respectful and inclusive working environment for staff, volunteers and service users.


	Health and Safety

The postholder is responsible for taking reasonable care of their own health and safety, and the health and safety of others who may be affected by their actions, and for ensuring compliance with organisational health and safety policies and procedures.


	This job description outlines the main duties and responsibilities of the post. It is not an exhaustive list and may be reviewed and amended in consultation with the postholder to reflect changing organisational needs.




	Person Specification

	Criteria
	Essential
	Desirable

	Qualifications
	Degree, Level 5 qualification, or equivalent experience in business management, office management or a related field
	Chartered Management Institute qualification (Level 5/7), ILM or equivalent

	Experience
	Managing office or business operations in a charity, public sector or similar environment
	Experience within a Parent Carer Forum, SEND organisation or community sector.

	
	Leading administrative or business support teams
	Experience supporting Boards or Committees

	
	Finance and HR administration
	Budget monitoring experience

	
	Premises or facilities management
	Managing room hire or community facilities

	
	Coordinating compliance and organisational systems
	Experience supporting audits or inspections

	Knowledge
	Office management, HR administration, finance administration, GDPR, Health & Safety
	Charity governance, Charity Commission guidance, grant-funded environments

	Skills
	Excellent organisational and planning skills
	Project management skills

	
	Ability to prioritise competing demands
	Change management experience

	
	Strong communication and interpersonal skills
	Experience implementing new systems

	
	Ability to analyse information and improve processes
	Confident using QuickBooks accounting software

	
	Confident using Microsoft 365 and organisational databases
	

	Personal Attributes
	Professional, approachable and collaborative
	

	
	Highly organised and able to work independently
	

	
	Calm under pressure and adaptable
	

	
	Committed to continuous improvement
	

	
	Values-led with a commitment to inclusion, partnership and excellent customer service	
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