
 
 

 
 

 

JOB TITLE: Business Operations Manager  

DEPARTMENT: Operations  

REPORTS TO: Head of Programmes & Partner Development (HPPD) 

 

MAIN PURPOSE: 

To run the selected management systems for Shaping Portsmouth and support both the HPPD and 

designated projects for the CEO’s office.  

 

KEY RESPONSIBILITIES: 

In support of the Head of Programmes the responsibilities will be to arrange when asked the various 

Programme meetings, ensure that agendas are published and to either record the actions taken if 

attending the meeting, or ensure they are published promptly.  

Work with the Programme Leaders to ensure all the agreed actions are completed in accordance 

with the timeline set. Use both the HPPD and the CEO to ensure the momentum of each programme 

activity is maintained.  

Ensure that all of Shaping’s Partners and Associates are supported with their benefits pack items and 

help create a set of valuable deliverables to these two groups of partnerships.  

Directly support the Finance officer with prompt production of the annual partnership invoice and 

ensure that the monies are received by the due date. Run a monthly meeting with the HPPD & CEO 

to confirm all invoices issues are either paid or a due date is agreed.    

Provide support to the CEO for an agreed set of tasks including covering any urgent emails with due 

dates that fall inside a given timeframe.  

Work with the CEO on specific projects to either get them started or set up so that they can become 

operational.   

Working Hours, Days & Salary  

It is envisaged that this role will be a maximum of 25 hours a week and up to 5 hours a day each day. 

There is scope for this to be condensed into 4 days.  

The annual salary excluding the standard pension contributions into the Governments NEST pension 

scheme which Shaping will make, is a range between £10,500 and £12,000 depending on the 

candidate’s experience.    

Shaping Portsmouth operate a flexible Home / Office working pattern and any successful candidate 

will have to agree to that.  

 

https://shapingportsmouth.co.uk/wp-content/uploads/2021/06/Partnership-Benefits-Pack-2021-6.pdf

