Operations Manager - Action Sustainability
Salary £35-40,000 including performance related pay (12 month Maternity cover)

Action Sustainability is a not for profit social enterprise set up to lead and inspire sustainable business. We deliver expertise from leading members of the Sustainable Procurement Task Force, the Chair of the Commission for a Sustainable London 2012, Senior Advisor to the Institute for Sustainability, Environmental Advisor to TfL and a team who are skilled in delivering sustainable procurement consultancy and training.  Our clients include central and local government organisations, leading international businesses and national and regional government departments.

We are deeply engaged in leading edge sustainable procurement initiatives such as leading the development of the new British Standard for Sustainable Procurement BS 8903, the development of a Guide to sustainable procurement for the construction sector, the MOD Sustainable Procurement Programme, Strategic Supply Chain Group, Green Dragons construction eco-innovation events and the UK Forward Commitment Procurement Project. As such we are uniquely positioned to provide the most up to date advice related to sustainability and sustainable procurement.

The majority of our turnover is from large consultancy projects in the delivery of sustainability and sustainable procurement support to supply chains from varying sectors including construction, utilities, transport, facilities management, retail and the public sector.
The Operations Manager is responsible for leading the AS business unit and ensuring it delivers the strategic plan and profit targets. We are skilled in providing strategic and practical support to supply chains in areas such as development of sustainable procurement policy, strategy and implementation plan, gap analysis, development and implementation of supplier engagement strategies, developing contractor KPI’s, developing contract specifications. 

Action Sustainability recognise the varied nature of this exciting role and would be interested to receive applications from a variety of career backgrounds, these may include (but not limited to);

1. A professional project manager with a passion for environmental issues and a knowledge of procurement.

2. A procurement professional, looking for a change of direction who has some experience of sustainable procurement issues and can show project management skills form their current role.

3. A business support professional, who has worked for organisation providing business advice and guidance and is familiar with delivering large EU and RDA funded programmes ideally in the environmental or procurement arenas.

Dimensions:
Turnover of business unit: £650,000 


No. of reporting staff: 6
Reporting to: 
Managing Director

Accountabilities

1. Operational management

a. Full responsibility for the profit and loss of the business unit

b. Setting the budget and delivering to monthly targets

c. Preparing forecasts for monthly management accounts

d. Updating monthly accounts provided by accounts team
e. Managing client projects (both commercial and EU and UK Government funded) and ensuring the delivery and monitoring of agreed outcomes

f. Preparing project reports for clients and funders
g. Responsible for client satisfaction on all consultancy projects, events and training courses
h. Project management of our first annual conference

i. Delivery of a regular series of training workshops to budget and with required delegate and income levels

j. Ensuring accurate and timely invoicing of all clients, payment from these clients.
2. People management

a. Leading a team of consultants and ensuring they are supported, developed and empowered

b. Planning and prioritising the work load of the consultants

c. Influencing and building relationships with the BtoB and AS directors in order to direct and prioritise the work of the consultants

d. Recruiting, motivating and performance managing the team
e. Drawing upon internal additional resources as required for event management and project administration

3. Marketing

a. Working with the Directors to develop and then deliver the marketing strategy for AS

b. Market AS’s new innovative and recently developed branded products and services including the sustainable procurement conference, new training courses, Green Dragons eco-innovation events and value chain events

c. Managing the website to ensure it reflects the latest sustainability thinking, along with our current client base and expertise.
d. Producing a monthly newsletter and emailing to clients
e. Collating and assisting in the development of client case studies and publishing them on the website
4. Business development

a. Co-ordinate the development of brand identities for a range of AS’s new services including Conference, training courses and consultancy services
b. Maintain the AS list of clients and potential clients, working with the Business Development Director to devise communications campaigns to develop new business leads for the Directors and Consultants 

c. Identifying new business opportunities and liaising with the Business Development Director and consultants to realise these opportunities

d. Building relationships with existing and new clients

e. Realising new business opportunities related to the launch of the new British Standard in Sustainable Procurement developed by AS in partnership with BSI

f. Overseeing or writing submissions in conjunction with Business Development Director and consultants in order to win new work

Required skills and experience

Candidates will have the following:

· Experience in leading a small team and influencing staff indirectly

· Proven ability to build relationships with potential and existing partners and clients at all levels

· Experience in writing and delivering budgets

· Excellent writing skills and experience in producing successful business proposals, tenders and reports

· Methodical and organised approach to all tasks / projects

· Strong project management skills

· Ambition and vision to strategically develop the business unit 

· Strong marketing knowledge and ability to create and deliver successful marketing plans 

· Effective communication and presentation skills

· An interest in sustainability and clear understanding of the business benefits of sustainability

