
Centre Operations Manager

Role Title: Centre Operations Manager

Reporting to: Head of Operations

Department: Operations

Hours of Work: Full-time

Contract Type: Permanent

Location: Leicester

Salary: £32-35k

Purpose of the job:

The British Academy of Jewellery is looking to appoint an experienced and professional Centre
Manager with operational knowledge, to ensure effective working practices, supporting the
facilitation and coordination of service delivery for the Academy in different campuses across
the UK.

The postholder will play a key role in overseeing the Academy’s recruitment, admissions and
administration processes for the centre, including contributing to the Strategic plan and
supporting and reporting to the Head of Operations in its implementation.

We are seeking a highly motivated individual, with substantial experience of working within an
operational management role and with internal and external stakeholders at all levels.
Experience of developing or enhancing administrative systems and proven analytical and
problem-solving skills are also essential.

Duties and Responsibilities:

● To take responsibility for the day-to-day operational management of the Centre,
including staff management, HR processes, financial management, resource
management, administration to ensure efficient running of the campus.

● To co-ordinate the development and implementation of overall Centre strategy and
ongoing related activities.

● To lead the design, development and embedding of all operational processes and
procedures including those intended to enhance student continuation and completion
rates, and those intended to enhance staff performance and development

● To act as a first point of contact and to respond to enquiries from Centre academics and
partners and assist them with the enquiries.
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● To manage  and support the day-to-day operation of the Centre and work alongside
with the Head of Operations and management group

● To prepare monthly reports and attend the Academy’s SMT meeting.
● To assist with the recruitment and admissions of students and ensure the student

journey is efficient from a process standpoint.
● To contribute to the development of and oversee the Centre KPIs and report progress

to the management group
● To manage  student and academic support staff, conduct regular staff meetings ,

trainings, appraisals
● To manage contracts and relations with customers, vendors, partners and other

stakeholders
● Responsible for organising and administering internal and external seminars,

workshops, meetings, conferences, and other events as and when required
● To maintain confidentiality and ensure that GDPR compliance is met for all personal

data handled and stored in the Centre
● To manage the Centre’s health and safety responsibilities, preparing risk assessments

as appropriate and liaising with the safety department and delegating as necessary.
● To manage and update the Centre’s Risk Register

Person Specification

Experience

● Educated to Degree level or substantial related professional and/or academic
experience

● Proven experience of establishing efficient processes and providing high level
operational and administrative support, specifically for multi-institutional centres

● Proven experience of managing relationships with multiple partners
● Substantial experience of successfully embedding and managing operations in an

educational environment
● Evidence of effective performance management of staff and resources, including

developing and leading high- performing teams
● Experience in the leadership, management and delivery of education and training

provision to learners

Knowledge/Skills

● Good knowledge and understanding of staff development, well-being and performance
management strategies, business practices and procedures

● Effective communication and influencing skills, including the ability to liaise at a senior
level and develop and maintain effective partnerships with a range of stakeholders

● Understanding of funding methodologies and budget building and control
● Excellent communication, interpersonal and organisational skills
● Ability to respond immediately to changing priorities and rationalise competing

demands

JD - Centre Operations Manager



● Maintenance of strict confidentiality at all times.
● Ability to manage complex relationships to achieve successful outcomes for learners
● Commitment to delivering a quality provision in a range of environments and achieving

performance and service improvements
● Familiarity with all business functions including HR, Finance, IT systems
● Work flexibly to fulfil the requirements of the role

To apply for this role please submit your CV accompanied by a short application that outlines
the following:

● Post applied for:

● Name

● Address

● Most recent employer

● Relevant qualifications

● Short personal statement (max 200 words)

All applications to be submitted to HR@baj.ac.uk

Company Benefits

In addition to a competitive salary, you will also receive:

● Holidays allowance of 33 days (including Bank holidays)

● Company pension scheme

Disclosure and Barring Service Clearance (DBS check)
Our Academy is committed to safeguarding and promoting the welfare of young

people and vulnerable adults and expects all staff to share this commitment.

The success candidates will be required to declare full details of any unspent

criminal convictions. A criminal record will only be taken into account where the

conviction is relevant to the position being applied for, and will not necessarily

block candidates from employment. Any decision will depend on the precise

nature of the work and the circumstances and background to the offence.

Equal Opportunities
British Academy of Jewellery is an Equal Opportunity Employer, committed to

diversity and inclusion. We have a working environment where we value and

respect every individual's unique contribution, enabling all of our employees to

thrive and achieve their full potential. The Academy has a diverse workforce that

is representative at all job levels.
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