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	Job Title: Operations Director
	Salary: 
 £40 - 45K pa

	Working hours: The post is Full Time

	Location: London

	Accountable to: Chief Executive
	Section: Head Office


	Main Purpose of Job: 

To support ATCM’s work in respect of the development of town centre management in the UK.  
To use strong interpersonal skills and strong administrative skills (including IT), to manage the secretariat and financial administration of the ATCM.  

Be responsible for management and delivery of key projects and for new business generation as agreed with Chief Executive.  

The post will report directly to the Chief Executive and attendance at, and reports to, Board meetings may be required as well as being asked to represent the ATCM at a senior level externally.
To work closely with colleagues in other areas of ATCM activity and liaise with them on a regular basis.



	Roles and responsibilities
· Support the Chief Executive in his role and in the development of the overall business plan aligned with ATCM’s overall objectives including associated budgets, targets and key performance indicators
· Undertake such other activities as are from time to time determined by the nature of a small business and are agreed with the Chief Executive
· Be a resource for and provide guidance, advice and support in respect of TCM to the Membership and staff as required 
Financial 
· At all times to work within and have responsibility for effective management of such budgets as are available and agreed with the Chief Executive;

· Liaise with the ATCM cost centres and other staff to collate budgetary outputs on a monthly basis
· In conjunction with other finance staff, ensure timely production of financial claims in line with EU audit requirements – including collation and checking of supporting timesheets; any necessary detailed itemisation and expenditure. 

· Identify and help secure new business and grant opportunities 

· Oversee the bookkeeping and credit control function

General 

· Oversee company administration 
· Ensure the development and regular review of the ATCM family of websites to serve the wider needs of the organisation and support the growth in membership
· Develop and maintain good working relationships with all staff, Board and Advisory Council members and external ATCM contacts
· Identify and secure new business opportunities from existing and new partners including the setting up and maintenance of appropriate working groupings and networks with agreement of the Chief Executive
· To arrange, organise and attend client meetings, business scoping sessions, deliver client sales presentations and negotiate commissioning activity

· Understand and or influence client specification and prepare responding proposals including drafting, amending and finalising specifications and contracts for clients and obtaining clients agreement and signature to contract
· Be responsible for own diary and travel management including securing of meetings with clients and new business prospects
· Assisting development of the business plan and budget for projects

· Demonstrate the values of ATCM and comply with all Policies and Procedures 

· Deputise for the Chief Executive as required



	Resources Managed

Budgets: Office, Staff, Projects, Activity and Events
Staff: Office staff, temp staff and interns

Other: IT equipment


Operations Director: Person Specification
Skills / Behaviours
· Excellent project management skills and able to work on multiple projects simultaneously

· Solid stakeholder manager, networker and negotiator who makes immediate and consistent positive impacts

· Good oral and written communicator

· Good presenter of complex ideas at conferences and workshops 

· Commercially astute and strategically aware with good delivery focus
· Able to work to budget framework and report on use of budget funds
· Ability to work independently

· Creative and intuitive problem solver

· Track record of results, focus and delivery

· Personal credibility when operating at senior levels

· Innovative and flexible in response to changing needs

· Ability to adopt a constructive team working approach to corporate goals
· Behaves professionally at all times in accordance with ATCM’s values and behaviours

· Familiar with the use of the Microsoft Office suite

Knowledge & Experience
· Qualified by education, training or demonstrable successful experience in a relevant professional discipline

· Account management experience in private or public sector, voluntary sector or consultancy role

· Proven success of operating commercially in stakeholder organisations
· Understanding of UK local government, and other tiers of UK government desirable but not essential
Additional Information
· The post holder must have a willingness to travel throughout the UK (and occasionally further afield), and where necessary, the willingness to stay away from home, from time to time, at the ATCM’s expense

· The post holder is expected to normally use public transport rail, air, taxi, bus 

· The post holder should possess a current clean driving licence

13 January 2012

