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Operations Manager 
Job Description and How to Apply 

 

 
 

 
ActionSpace is committed to creating an accessible and inclusive working 

environment that reflects our vision and values. We therefore welcome 
applications from as wide a range of backgrounds as possible. 

 
 
 
ActionSpace is an exceptional visual arts studio and development agency for learning 
disabled artists. We seek out and unlock talent, create opportunities and realise potential. 
We have big ambitions for the organisation and artists we work with. We were recently 
successful in applying for a significant uplift to our Arts Council NPO grant and are looking to 
build on our growing reputation across the contemporary visual arts world.  
 
As a leader in our field, our vision is for learning disabled artists to be at the centre of an 
inclusive and diverse visual arts sector. We work to challenge the barriers our artists face, 
creating opportunities for them to engage with a range of galleries and institutions as both 
participants and audiences.  
 
With an office and studio space in Cockpit, Holborn, we also run supported studios at Studio 
Voltaire, Clapham and ACAVA, Brent. Our programmes are delivered in partnership with a 
wide range of organisations and by a committed core staff of five, freelance artists facilitators 
and a team of volunteers.  
 
 

 

 

 
 

Cockpit, Cockpit Yard    Northington Street    London WC1N 2NP 

T: 020 7209 4289  E: info@actionspace.org wwww.actionspace.org  
Charity number 289618  A private limited company registered in England number 1816088 

mailto:info@actionspace.org?subject=Participant%20Information%20form%20enquiry
wwww.actionspace.org
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The Role 
 
We are seeking an experienced and highly motivated Operations Manager to join us in a  
senior role within the organisation, ensuring that the objectives of our ambitious 5-year 
strategic development and business plans are successfully delivered. 
 
As our Operations Manager, you will be responsible for the efficient and effective running of 
ActionSpace. Working closely with Sheryll Catto and Barbara van Heel, our Co-Directors, 
you will also support the planning and development of our growth agendas.   
 
This is a senior role, ideal for someone who likes to implement and oversee efficient 
operations, who understands the HR, legal and governance requirements and logistics of 
running a small, multi-site, organisation and is wanting to develop their skills and expertise 
within the cultural sector. 
 
 
As Operations Manager / Head of Operations you will be responsible for: 
 

• The smooth running of the organisation, by implementing effective systems and 
structures across the organisation, ensuring efficient and impactful working 
practices and outcomes. 

• Financial management: financial reporting and control of budgets, preparation of 
management accounts, invoicing and bookkeeping.  

• HR: staff recruitment, staff appraisals, staff training, health and well-being and 
personnel record keeping. 

• Governance systems including servicing the Board of Trustees: preparation of 
papers for meetings and review of policies and compliance (safeguarding, EDI, 
environmental sustainability etc). 

• Funder and partnership relationships: evaluation and data capture for reporting 
requirements. 

 
 
Your key duties will be:  
 
Planning and Organisation  
 
Supported by an assistant, provide core administrative services for the organisation and its 
staff, ensuring that the main office and studios are well run.  
 
To encourage and facilitate effective communication between staff teams, freelancers and 
volunteers.  
 
To oversee effective planning across the organisation by putting appropriate systems in 
place e.g. central diary, milestone plans and meeting cycles. 
 
To be responsible for the management and maintenance of the infrastructure of the 
company, including administrative and IT systems, premises, insurance, utilities etc. 
 
To act as Data Protection Officer and ensure that all procedures comply with relevant 
legislation. 
 
To undertake risk analysis and draw up a plan for the management of risk on behalf of the 
organisation.  
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Finance  
 
To be responsible for all day-to-day financial transactions across the organisation and be 
budget controller, monitoring income and expenditure against budgets and cash flow and 
producing reports as required. 
 
To support the Co-Directors in fundraising and development of income-generating initiatives.  
 
To support the Co-Directors in compiling reports for funders, including Arts Council England, 
liaising with the wider staff team to ensure appropriate systems are in place to collect the 
required information.  
 
To work closely with the Co-Directors in supporting the delivery of the Business Plan and 
monitor annual and project budgets and track progress against financial targets.  
 
 
People Management 
 
To support the development of an inclusive and collaborative culture across the 
organisation, ensuring fair and best practice employment policies and procedures.  
 
To oversee a staff appraisal system which is supported by effective communication and line 
management within the organisation. 
 
To develop learning opportunities for staff including mentoring, training and research. 
 
To co-ordinate all recruitment activities and the issuing of staff and freelance contracts.  
 
To ensure that appropriate mechanisms are in place for the health, safety and wellbeing of 
staff and freelancers. 
 
To maintain personnel records in accordance with the provisions of GDPR. 
 
 
Governance 
 
To act as a Company Secretary and make annual returns to Companies House, the Charity 
Commission and other statutory bodies.  
 
To review key policies (e.g. safeguarding, Health and Safety, EDI and environmental 
sustainability) and ensure the organisation is fully compliant to its financial, legal, statutory 
and contractual requirements.  
 
To service the Board of Trustees; schedule all meetings, prepare and distribute paperwork, 
and record minutes. Arrange training/away days as required.  
  
To manage the recruitment, appointment and terms of the office of Trustees and any sub-
committees in consultation with the Co-Directors and Chair.  
 
General  
 
To be proactive and confident in seeking out opportunities for growth and contribute to our 
business planning.  
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To be flexible, adaptable and work effectively as part of the ActionSpace leadership team, 
working collaboratively to deliver on the Mission, Vision and Values of the organisation. 
 
To deputise for the Co-Directors as required. 
 
 
Contract Details 

 
This is a permanent contract, subject to a six-month probationary period.  
 
Due to the nature of this post, the post holder is required to have an Enhanced Disclosure 
and Barring Service (DBS) check. This can be undertaken for the successful applicant if 
necessary.  
 
Salary: £35,000 - £40,000  
  
Hours:  5 days / 40 hours (including lunch break). Minimum of 3 days a week in the office – 
possible flexible hours 
 
Location: The Operations Manager will be based in ActionSpace’s head office in Holborn, 
which is also the location of our North London studio. There will be some travel required to 
our studios in South and North West London and to venues for projects, exhibitions and 
events. Any travel costs outside Greater London will be covered by ActionSpace by prior 
agreement.  
 
Reports to: Co-Directors 
 

 
How To Apply: 
 
Our Application Form should be completed and submitted by the deadline to: 
recruitment@actionspace.org     
CV’s may be attached. 
Please also complete and submit an Equality and Diversity Form to: info@actionspace.org 
 
 
The Application and Equality and Diversity Forms can be downloaded here: 
https://actionspace.org/about-us/work-for-us/ 
 
The deadline for receipt of applications is: Monday 23 January 2023 at 9am 
 
Interviews will be held via ZOOM on: Thursday 26 Jan 2023. In person second interviews 
will be arranged with the successful applicants during the following week. 
 
ActionSpace is committed to creating an accessible and inclusive working environment that 
reflects our vision and values. We therefore welcome and encourage applications from as 
wide a range of backgrounds as possible. 
 
Should you require information on the role in an alternative format, please contact the office 
at recruitment@actionspace.org 
 
Should you wish to discuss the role prior to making an application please contact the Co-
Director, Sheryll Catto at sheryll@actionspace.org  
 
Thank you for your interest and we look forward to hearing from you. 

mailto:recruitment@actionspace.org
mailto:info@actionspace.org
https://actionspace.org/about-us/work-for-us/
mailto:recruitment@actionspace.org
mailto:sheryll@actionspace.org
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Operations Manager - Person Specification 

  
Criteria 

 
Essential/Desirable 

Education and 
Experience 

Educated to a degree level or equivalent D 

Experience of working in a cultural or third sector 
organisation in a senior administrative capacity  
 

D 
 

Experience of HR and personnel management  E 
 

Experience of financial management and 
budgeting, including a good working knowledge 
of QuickBooks or an alternative accountancy 
package 
 

E 
 

Knowledge of fundraising and or business 
development 
 

E 

Skills / Abilities An understanding of the lives of learning disabled 
artists including the social and political context 
within which they make their work 
 

D 

A knowledge of charity law and governance 
requirements 
 

D 

A strategic and creative thinker with an 
understanding of how programme activity relates 
to overall aims and objectives of an organisation 
 

E 

Excellent project management skills including 
budgeting  
 

E 

Ability to manage a demanding workload and be 
responsive to changing priorities 
 

E 

Ability to support and lead a team, including 
associates and freelancers 
 

E 

Ability to work collaboratively and be an effective 
and proactive team player 
 

E 

Excellent writing and communication skills 
 

E 

Knowledge of safeguarding and other relevant 
policies required when working with learning 
disabled people 
 

D 

Additional 
Requirements 

Flexibility during times of high work demand and 
the ability to work occasional evenings and 
weekends (for which time off in lieu will be given) 

E 

 


