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Job description


Job title:		  Operations Coordinator 

Department:	Marketing & Business Development 

Location:	London (hybrid working available) 

Reporting to:	Senior Marketing Operations Manager 

Hours:	9.30am-5.30pm 

Contract:	Permanent, full-time  

Salary:	Competitive

Works with: 	Marketing and BD team, Finance and wider stakeholders


Benefits:		29 days’ holiday per annum inclusive of 4 days’ compulsory leave to be taken during the Christmas office closure, plus all public and bank holidays; contributory pension scheme; life assurance (4 times annual salary); private medical insurance; interest free season ticket loan; childcare vouchers; cycle to work scheme; electric vehicle scheme.  We also have annual social activities and genuinely pride ourselves on having a supportive and friendly culture.	
















Overall purpose of the role
[bookmark: _Hlk182296893]The Operations Coordinator plays an essential role in ensuring that our team runs efficiently and is involved in all aspects of our team’s organisation. The role involves managing team administration and coordinating all team members to create, implement, and oversee the daily execution of processes that improve our work. The successful candidate will be proactive, curious, innovative, and an excellent communicator with stakeholders at all levels. We want someone who can spot the need for new or improved processes and make those changes happen.

Main duties and responsibilities
· Implementing process improvements to streamline team operations and drive innovation, including measuring impact and success. 
· Hold the team accountable for operational and administrative processes to ensure adherence to agreed ways of working. 
· Collaborate with senior team members to assign actions, set deadlines, and track progress against agreed deadlines. 
· Champion team adoption of the project management platform (monday.com) to support cross-team projects. 
· Assist with budget management, reconciliation and communication with Finance.  
· Managing team administration, including overseeing billing/invoicing, print orders, business card requirements, and managing orders and deliveries of merchandising stock. 
· Organise meetings, including preparing agendas and taking minutes. 
· Coordinating team events and travel arrangements, including submitting expenses. 
· Providing diary and general admin support to the Marketing and Business Development Director. 
· Help maintain an accurate design asset database.  
· Working with the Senior Operations Manager to manage the team SharePoint site, maintaining the team’s filing structure and processes, and auditing content to ensure it is relevant and up to date.  
· Support the Internal Comms Manager and Senior Operations Manager to communicate relevant marketing processes firmwide. 
· Regularly review supplier lists to maintain quality and pricing standards. 
· Support team managers with team development administration, including organising appraisals and maintaining up to date job descriptions. 
· Support ad hoc tasks/projects and perform other duties as needed. 

Essential experience and attributes
· Demonstrable experience in a coordinator/project management focused role.
· Demonstrable experience of working autonomously for multiple stakeholders, with ability to build rapport with stakeholders at all levels. 
· Proactive and enthusiastic approach.
· Organised, methodical and attention to detail to ensure accuracy.
· Excellent verbal and written communication skills, with excellent attention to detail. 
· Able to effectively manage urgent issues and can escalate/ triage quickly. 
· Proven multi-tasking and prioritisation skills.
· Intermediate level proficiency in working with MS Office (PowerPoint, Excel, Word, Outlook).
· Demonstrable awareness of client confidentiality, information security and data protection. 
· Financial awareness and understanding of budget management. 
· Strong problem-solving mindset.
· Able to work and behave in a professional manner. 

Desirable experience 
· Knowledge or experience of Project Management software e.g. Monday.com.
· Relevant experience in the legal sector/professional/financial services is preferred but not essential.
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