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	Job Title
	Business Development, Strategy & Operations Manager

	Responsible to
	Chief Executive

	Hours   
	Full Time 37.5 hours per week

25 days annual leave allowance, plus public and privilege holidays

	Salary
	£ 40,000 pa depending on experience

	Location
	Head Office, 54 St James Street, Liverpool L1 0AB


Job Description
This role is designed for an experienced aspiring leader who is commercially aware, emotionally intelligent, demonstrates character intelligence and operates with the upmost integrity as part of a dynamic team.

	Summary of Post

The postholder will manage and strategically develop ADHD Foundation Neurodiversity Charity services with an entrepreneurial, innovative, and systematic approach. Reporting to the CEO and working with the Leadership Team on national and government initiatives, the Business Development & Operations Director will lead the implementation of strategies to shape future operational delivery, development, and income generation.

The postholder will play a key role in income generation from traded services, grant-funded charitable activities, and fundraising strategies. They will deliver operating and income targets and manage finances for grant-funded projects and commercial services across all sectors. Additionally, they will develop impact reporting protocols and collaborate with organizational leads for marketing, conference and event management, and departmental leaders to support growth in line with the Foundation's business plan and strategy



Main Duties and Responsibilities:
Systems

· Manage and develop the office based administrative team through the lens of effective systems, processes.
This will involve an understanding of all functions within the service and how they interface with each other.

· Collaborate with the leadership team to develop cohesive cost-efficient systems across different functions, activities and departments within the Foundation.
This will include cost modelling, design and implementation with a cohesive system wide approach to optimize income generation and the long term financial sustainability of the Foundation. You will ensure continuous service improvement, utility of information technology, artificial intelligence, training and systems.
· To be responsible for Promotion of the Foundation Services and overview of Neurodiversity Umbrella Project
This will including event managing our annual conference in collaboration with the CEO and other stakeholders, and managing budgets, timelines and reporting on the success of the Umbrella project.

· Support the HR Director and HR consultants as directed providing a system wide guidance to human resource management.
This will include creating and managing an effective strategy to support those colleagues and volunteers involved in fundraising
· Overall responsibility for the effective execution of grant funded projects and grant funded research programmes.

This will include monitoring activity delivered against the grant, and monitoring grant end dates for the purpose of identifying continuous funding opportunities and the creation of thorough impact report.

Business Development and Finance

· Ensure the charitable objectives of the organisation are aligned with financial strategy and systems.

Through skilled and effective business management and effective communication you will build upon existing systems, utilising appropriate and effective technology to optimise opportunity and viability against charitable objectives.
· Assume responsibility for the sustainability and growth of services.

This will be achieved in collaboration with the CEA with particular emphasis on securing funding from the business and private sectors, both in the UK and Internationally. You will also support the Leadership Team in activities involving service delivery or partnership working with Local Authority Commissioners, Education Services including Universities & NHS Commissioners which account for 25% of the Foundations revenue and activity.

· Plan, implement and manage departmental and special project budgets annually.

In collaboration with the CEO, Finance Team and departmental leads, you will manage departmental budgets and advise on operational budget control and spend to ensure expenditure is within forecasts. You will meet monthly with Heads of each department and their teams, to review targets, budgets and operational matters, whilst promoting innovation within the teams.

· To manage Core operational costs

You will be responsible for reviewing and renewing premises and operating costs annually as renewals fall due e.g. rent, phones, insurance, professional associations such British Association of Counselling and Psychotherapy (BACP), NHS, software and systems licences, telephony contracts and infrastructure. 
Performance Management

· Achievement of operational targets, cost modelling and financial viability and sustainability of services and projects.
To agree and communicate operational targets with the service and departmental leaders, monitoring progress throughout the year and communicating this effectively with and between the Finance team and those who deliver services and activity.
· To be responsible for the quality assurance of operational programmes and effective and ethical use of data. 
This will include the monitoring and evaluation of data using Foundation outcome measures to produce impact reports with service leaders for funders.
· To monitor operational work plans and make the information about progress and challenges available to the wider organisation.

This will be achieved by collating data and information required to generate weekly activity reports, monthly and quarterly output and outcome reports for the CEO and leadership team.
· To attend Operational Management Team meetings 
You will contribute to wider organisational functions including strategic planning, fundraising and marketing.
· Support the HR Manager to plan operationally and financially for recruitment and the optimization of the Foundation workforce.

This will include the review of employment terms and managing contracts, ensuring all employment checks are undertaken. Overseeing probationary period procedures with the appropriate Line Manager.
· Make a dynamic contribution to our workplace culture.

The Foundation prides itself on a culture of accountability that is person centred, kind, compassionate, inclusive that motivates and inspires the team to enjoy their careers, encourages innovation, enterprise, business development and the development of our employees. 
· To monitor Health and Safety at work
To review Health and Safety accident and incident reports on a monthly basis and develop policies and take action to help reduce risk for staff and service users.
Other

· To promote and implement The ADHD Foundation’s Equal Opportunities protocols and inclusive practice.
· Identify where access to work funding can be obtained to support employees with protected characteristics or registered disabilities.
· To be available to work unsociable hours in response to pressure waves created by agreed prioritised opportunities or emergencies as and when appropriate.
· To undertake other duties as required by the CEO and the leadership team. 
This job description is not intended to be prescriptive or exhaustive: it is issued as a framework to outline the main areas of responsibility at the time of writing. 

The job holder is expected to be flexible in the performance of their duties and to undertake any other duties identified as appropriate to the post.  

This job description will be reviewed regularly and any required changes will be identified and agreed with the National Training Director, CEO and leadership team to that an effective, successful and innovative service is provided, that has national impact. 

Person Specification 
Criteria required by appointee to ensure job effectiveness
	Experience & Character Intelligence- Essential Criteria  



	Experience of managing a small to medium size enterprise or large department within a large organisation      

	Experience of managing within a contract orientated and outcome driven culture         

	Experience of business development, innovation and service transformation

	Experience of establishing  and maintaining relationships with external organisations                             

	Experience of setting and achieving targets

	Experience of monitoring and reporting progress for quality assurance purposes         

	Experience of income generation and contract management


	Experience of developing policies and strategies and producing reports and plans       

	Experience of developing and managing projects

	Experience in Change Management

	Experience of income generation & cost-efficient business planning                            

	Educated to Degree level                                                                                              

	The ability to motivate, inspire with integrity.              

	Excellent relationship management and interpersonal skills

	Presentation & Event Management Skills

	Dynamic, Creative, highly motivated team player    

	The ability to network effectively with influential senior business leaders and to maintain strong relationships with different partners.


	Experience & Character Intelligence- Desirable Criteria



	Master’s Degree in Business Administration, or aspiration to obtain an MBA               

	Post Graduate Qualified


	Experience of managing / collaborating programmes within the voluntary sector          

	Experience of policy development, national policy implications relevant to the             
the work of the Foundation, including All Party Parliamentary Groups &
Public Relations Agencies.

	Knowledge voluntary organisations and related agencies

	Knowledge of relevant policies, procedures and legislation required when working with vulnerable groups

	High level of IT literacy and an interest in artificial intelligence functions


ADHD Foundation Neurodiversity Charity is committed to creating a diverse and inclusive workplace.  
 
We are proud to be an equal opportunity employer. We are committed to equal employment opportunity regardless of race, colour, ancestry, religion, sex, national origin, sexual orientation, age, citizenship, marital status, disability, or gender identity.  
ADHD Foundation does not require disclosure to make reasonable adjustments. Please let us know how we can support you to work at your best. 
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