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Reporting to: Centre Director
Hours: 37.5 hours per week
Salary: £28,275 per annum

Overview
The Operations Manager is responsible for the smooth and effective day-to-day running of The Witham, ensuring a safe, welcoming and well-managed environment for all users. The role leads on building operations, people management, and customer experience, working collaboratively across the organisation to support programme delivery.
Working closely with the Events Coordinator and wider team, the Operations Manager ensures that the building, staffing, and systems are in place to deliver a high-quality experience for audiences, participants, and visiting artists.
This role does not lead on event coordination but ensures operational readiness.

Key Responsibilities
Operations & Building Management
· Oversee the day-to-day operation of the building, ensuring it is safe, compliant, and welcoming 
· Maintain and implement operational policies and procedures, particularly relating to safeguarding, health & safety, and environmental standards 
· Ensure compliance with all relevant legislation and best practice 
· Develop and manage a planned maintenance programme for the building and equipment 
· Manage relationships with contractors and suppliers, ensuring value for money and quality service 
· Oversee building systems, facilities and general upkeep to a high standard 
· Act as key holder and participate in an emergency call-out rota alongside other senior staff 

People Management
· Line manage operational teams including cleaners, volunteers, and maintenance/set-up staff 
· Lead recruitment, induction, training and ongoing support for staff and volunteers 
· Foster a positive, inclusive and supportive working culture 
· Oversee staff rotas and ensure appropriate staffing levels are maintained 
· Lead on performance management, setting clear expectations and supporting development 
· Provide visible and supportive leadership across the organisation 

Customer Experience & Hospitality Oversight
· Ensure all public-facing areas and services are well managed, maintained, and customer expectations met and ideally exceeded 
· Maintain high standards of presentation, accessibility and cleanliness across the building 
· Support front-of-house teams to deliver a welcoming and inclusive environment 
· Respond to customer feedback and identify opportunities for continuous improvement 

Programme Support (in liaison with Events Coordinator)
· Work closely with the Events Coordinator to ensure operational readiness for events and activities 
· Ensure spaces, staffing, and facilities are prepared based on event requirements 
· Provide operational support for visiting companies, artists, and building users as required 
· Ensure effective communication between operational and programme delivery teams 

Commercial & Financial Oversight
· Contribute to the development of annual budgets and financial planning 
· Hold responsibility for agreed operational budgets and monitor expenditure 
· Oversee payroll processes, ensuring staff are paid accurately and on time 
· Oversee invoice processing and supplier payments, maintaining accurate financial records 
· Ensure cost-effective use of resources and identify opportunities for efficiencies 
· Support income generation through effective operational management 

Person Specification
Essential
· Proven experience managing operations in a customer-facing environment 
· Experience of leading and managing teams, including staff and/or volunteers 
· Strong leadership and people skills 
· Experience managing buildings, facilities or venues 
· Knowledge of health & safety, safeguarding and compliance requirements 
· Experience overseeing budgets and financial processes (including payroll or invoicing) 
· Strong organisational skills and ability to manage multiple priorities 
· Ability to problem-solve and respond effectively to operational challenges 
Desirable
· Business management or HSE qualification 
· Experience in arts, cultural or community settings 
· Experience managing contractors or service agreements 

Working Pattern
· Full time: 37.5 hours per week (typically Monday–Friday) 
· Flexibility required for occasional evenings and weekends in line with operational needs 
· Participation in an emergency call-out rota as a key holder alongside other senior staff 

Key Relationships
· Reports to Centre Director 
· Works closely with Events Coordinator and Programmer 
· Line manages cleaners, volunteers, and maintenance/set-up team 
· Liaises with contractors, suppliers, and external partners
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