Job Title: Operations Manager
Reports to: Adam Barrowcliff

Role Overview
We are seeking a proactive and highly organized Operations Manager to oversee and optimize the day-to-day operations of our growing business. This is a multifaceted role encompassing finance administration, HR and people operations, talent acquisition, and strategic project support. You will be the glue that keeps our internal functions running smoothly, ensuring we operate efficiently and scale effectively.

Key Responsibilities
1. Financial Administration
· Manage all financial admin through Xero, including:
· Purchase ledger and expenses
· Client invoicing and accounts receivable
· Payroll processing, pensions, and banking reconciliation
· Oversee timesheeting processes to ensure complete information for accurate payroll, billing and revenue recognition.
· Maintain and update the delivery tracker for client invoicing and project billing
2. HR & People Operations
· Own and maintain the staff handbook, ensuring policies reflect company culture and compliance
· Develop and roll out company-wide policies and uphold core values
· Plan and execute team events, including business updates, offsites, and socials
· Manage employee benefits, including private medical insurance (PMI)
3. Talent Acquisition
· Build and nurture a pipeline of top-tier candidates through networks, platforms, and partnerships
· Establish and maintain strong relationships with universities and academic institutions
· Conduct initial candidate screenings and support hiring managers with early interviews
4. Special Projects
· Support strategic initiatives as Project Manager for key internal projects, such as the Commercial Roadmap, tracking progress and ensuring timely delivery
5. Daily Operations
· Onboard new team members, ensuring a seamless and positive start to their journey
· Serve as Office Manager, overseeing supplies, facilities, and coordination of the physical workspace
· Provide basic IT support, including onboarding/offboarding devices and liaising with external IT providers
6. Data Protection & Compliance
· Act as a point of contact for data protection and privacy queries across the business
· Ensure company policies and processes are compliant with GDPR and other relevant data protection regulations
· Maintain and update data protection documentation, including Data Protection Impact Assessments (DPIAs) and data registers
· Work with teams to ensure secure handling of employee and client data
· Liaise with legal or compliance consultants as needed on privacy matters

What We're Looking For
· Proven experience in an operations, office management, or people-focused role
· Comfortable with financial tools and software, especially Xero
· Strong understanding of HR processes, employment policies, and people culture
· Passion for recruitment and building engaged, high-performing teams
· Exceptionally organized, with an eye for process improvement
· A proactive communicator who thrives on solving problems and making things better

