
 
 
 
 
 
 
Operations Manager  
 
Counterpoints Arts is a leading national organisation operating in the field of arts, migration and 
social change. We commission, produce and co-curate arts projects with a diverse array of artists 
and cultural institutions, including the Tate, V&A and Southbank Centre. We also coordinate 
Refugee Week, the UK’s largest arts and culture festival celebrating the contribution of refugees 
and promoting understanding of why people seek sanctuary.  
 
We believe that the arts is a powerful catalyst for change in relation to migration, therefore much of 
our work focuses on supporting artists who have experienced displacement and artists who are 
committed to exploring and amplifying the migration story.    
 
The Counterpoints office is located in Hoxton, London but we work in locations across the UK and 
internationally. It’s a busy office with a team of 7 coming and going with a steady stream of visitors 
and daily meetings. We are looking for an experienced and highly organised Operations Manager, 
who will develop and improve our administration structure and help us set up office systems 
together with the HR and overall financial management of the organisation.  
 
This is a management level role, ideal for someone who likes to implement and oversee efficient 
operations and who understands the HR, financial and legal requirements and logistics of a 
medium-sized charity/company. This is also a role for someone who is interested in working closely 
and collaboratively with a team, and, when necessary, supporting them on project coordination and 
scheduling.  
 
We are looking for someone who understands that Operations Management plays a crucial role in a 
company facing tight deadlines and delivering creative projects with a range of diverse partners and 
venues.       
 
If you think this is right for you, we would love to hear from you! 
 
 
Operations Manager – Role 
 
- £35,000 pro rata 
- 4 days per week 
- Based in London / working from our office in Hoxton 
 
The role includes the following requirements and tasks: 
 

Policy and HR 
 

• Develop, manage and ensure timely updating of HR policies and procedures 
• Understanding of necessary legal and regulatory requirements and documents relevant to 

smaller charities and companies  
• Lead on all HR related activists and administration, including the checking and submission 

of payroll data, pension administration, policy updates, etc 



• Ensure the use of staff related procedures such as leave, sickness absence and TOIL etc 
• Where necessary provide support on the supervision and organisation of recruitment 

activities  
 
Finance  
 

• Ability to develop budgeting, reporting, planning, and auditing 
• Reviewing financial reports, monitoring accounts, and preparing activity reports and 

financial forecasts 
• Work with Project Managers and Producers to review expenditure against operational costs 
• Overseeing the examination of year end accounts and ensure that the files are updates with 

Charity Commission and Company House 
 
Office Management 
 

• Look after administrative needs of the organisations – office systems,  logistics, invoicing, 
supplies, stationery, IT / other equipment, general office upkeep and cleaning etc 

• Look after our CIVI database and act as the GDPR Data Protection Officer to ensure 
compliance 

• Liaising with the landlord re rent and building / building issues  
• Manage the general Health and Safety documentation within the organisation and ensuring 

the Safeguarding protocols are in place  
 
Fund-raising  
 

• Write applications and funding reports  
• Develop and maintain relationships with funders and other organizations 
• Ensure reporting systems and deadlines are in place and met 

 
 Other 
 

• Ability to initiate new systems, developments and collaborations and to address problems 
and opportunities for the organisation 

• Ability to present the organisation externally 
• Supporting the director with preparing for / presenting at and taking minutes at Board 

meetings. 
• Supporting the team with other tasks during busy periods and when relevant  

 
  
Essential experiences and skills 
  

• Approximately 5 years previous experience of working in a similar role with similar 
responsibilities 

• Understanding of a charity sector and related HR and legal requirements 
• Previous experience of financial management and budgeting 
• Previous experience of office management 
• Problem solving aptitude  
• Highly organised, self-motivated and supportive team player  

 
 
 



 
Desirable experiences and skills 
 

• Interest in the issues shaping human displacement and migration issues 
• Interest in the intersection of the arts and social change 

 
Counterpoints Arts aims to recruit talented people from all backgrounds. We particularly 
encourage applications from migrants and refugee communities, since these groups are currently 
under-represented in the cultural sector.  

To be considered for this role, please send your CV and a cover letter setting out your 
suitability for this role (no more than 1,200 words) to Co-Director, Áine O’Brien, at 
aine@counterpointsarts.org.uk by 24th January 2020 before 5:00 pm. 

 
 


