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Job Description 

 

 

Job Title 

 

Head of Operations, The Poetry Society 

Salary 

 

£40-45k pa depending on experience 

Hours 

 

 

 

5 days per week (35 hours). Normal office hours are 

10am – 6pm Monday to Friday. Some evening and 

weekend work may be required with time off in lieu. 

Location 

 

The Poetry Society, 22 Betterton Street, London  

WC2H 9BX 

Duration 

 

Permanent 

Holiday entitlement 

 

 

20 days p.a. rising to 23 days in year 2 and 25 days in 

year 3, plus statutory public holidays and additional 

Poetry Society Christmas leave. 

Other benefits 

 

 

 

The Poetry Society offers an Employer contribution of 7% 

of gross salary into the National Employment Savings 

Trust (NEST) Pension Scheme, for those who opt into the 

scheme.  

Reports to 

 

Director, The Poetry Society 

Responsible for 

 

 

Reporting in: Finance Officer (p/t), Café Manager (p/t), 

Membership Manager 

Post Objective 

 

 

 

 

 

 

 

 

 

 

 

 

 

To provide strategic leadership and management of the 

financial, commercial, operations, HR and membership 

functions of the organisation.  

 

To maximise the financial strength of the Society through 

commercial, membership and fundraising activities, the 

driving of efficiencies and development of new systems. 

 

To ensure the organisation is thriving, operating safely, in 

compliance with all relevant legislation. 

 

To support the Director and deputise when required. A 

key member of the Senior Management Team, playing 

an active role across the organisation, and helping to 

build a developing team. 
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Strategic Planning & 

Financial 

Management 

 

Work closely with the Director on the development of The 

Poetry Society’s organisational strategy. Help to keep 

the organisation agile and able to respond to changing 

circumstances. 

 

Research new solutions, and determine how they might 

be resourced and implemented effectively. 

 

Prepare the organisation’s annual budget in 

consultation with the Director and budget holders. 

Prepare strategic financial documents such as long-term 

forecasts as required. 

 

Give finance presentations at Board meetings, liaise with 

the Board and provide regular reports and information, 

including for Annual Report and AGM.  

 

Produce monthly management accounts to agreed 

schedule, and interrogate the position actively to keep 

forecasts updated, with suggestions for necessary 

actions. 

 

Maintain a system of proactive budgetary control to 

ensure that all financial expenditure is contained within 

approved budgets and that any actual or potential 

overspend or income shortfall is identified promptly. 

Identify where the organisation’s position can be 

strengthened through efficiency savings. 

 

Ensure that statutory financial accounts are produced to 

the required standard and to agreed deadlines in liaison 

with the auditors. Accountable for the delivery of good 

audit outcomes.  

 

Develop and maintain systems and procedures to 

ensure that the Society complies with good practice, 

financial regulations, SORP, and audit 

recommendations. 

 

Business 

Development 

 

 

 

 

 

 

Deliver commercial income targets.  

 

Drive membership growth, ensuring the Society’s 

Membership scheme is operating efficiently, provides 

good service to members and has appropriate 

processes to maintain records and safeguard income for 

the Society. 
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Develop a successful operational strategy for the 

Society’s Poetry Café and room hires (after a period of 

closure due to Covid).  

 

Lead on the development of income from donations, 

legacies and Gift Aid. Identify and secure funding that 

builds the capacity of the organisation.  

 

Assist the Director and other members of the team in the 

preparation of bids and tenders, negotiation of new 

contracts and services, and reporting to existing funders 

and partners including Arts Council England. 

 

Operations & HR Overall responsibility for the smooth and efficient 

running of the office environment, within budget, and 

operating within policy frameworks.  

 

Support the development and wellbeing of the 

organisation’s workforce. 

 

Lead on keeping the organisation’s Risk Assessment up 

to date.  

 

Develop and maintain an IT strategy for the Society, 

ensuring that periodic reviews are carried out to 

maintain alignment with the Society’s changing 

requirements. Research opportunities for digital 

innovation. Plan the IT infrastructure ensuring secure 

and efficient systems and processes that are compliant 

with data protection regulations. 

 

Plan, resource and implement infrastructure projects as 

agreed, eg new CRM systems.  

 

Manage suppliers and contracts for services such as 

cleaning, photocopying and IT, ensuring SLAs are 

monitored and met. 

 

Protect the Society’s assets including property, financial 

resources, Intellectual Property and data. 

 

Manage and maintain the premises, ensuring that the 

Society’s insurances are appropriate and up to date.  

 

Oversee legal matters and contract preparation. 

 



Page 4 

 

Ensure compliance with all regulatory requirements 

including licensing, charity regulations, Companies 

House reporting and taxation.  

 

Keep required policies and operational plans up to date, 

eg Environmental Action Plan.  

 

Maintain employment records and issue contracts for 

staff. Support recruitment and employee relations 

processes.  Keep the Staff Handbook up to date.  

 

Ensure appropriate Health and Safety and Security 

provision (including operating within latest Covid 

guidelines), oversight of contractors’ work and training 

for fire officers and first aiders.  

 

General Deputise for the Director when required.  

 

Play an active role within the organisation, supporting 

the wider activity of The Poetry Society with excellent 

team work, and the flexibility to carry out other duties as 

may be reasonably required in a small and dynamic 

organisation.  

 

 

 

 

Person Specification 
 

 

Section 1: Top Essential Criteria 

Candidates who can provide evidence of meeting these criteria, will be put 

forward for shortlisting against the other criteria in sections 2 & 3.  

 

No Criteria 

1 Exceptional financial skills, including management accounting, 

and business planning.  

2 Experience of managing operations and developing systems, 

including confidence with IT, with a proven ability to problem-

solve and deliver projects successfully. 

3 Possessing a commercial mindset with the ability to identify 

income opportunities and the drive to secure them.  

4 Ability to lead strategically and experience of managing a team. 

5 Enthusiasm for working in an organisation that has equality and 

diversity as core values. 
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Section 2: Further Essential Criteria 

 

No Criteria 

1 Experience of analysing and interpreting data and communicating 

this across an organisation, accompanied by a passion for detail. 

2 An understanding of working with multiple funding sources, such as 

through a combination of commercial opportunities, efficiency 

savings and funding partnerships.  

3 Excellent written and oral communications skills, and ability to 

influence across the organisation including at Board level, and with 

stakeholders. 

 

 

Section 3: Desirable Criteria 

 

No Criteria 

1 Experience of Charities SORP and accounting for restricted funds is 

desirable; as is an accountancy qualification (ACA, CIMA, ACCA, 

CIPFA) with experience of producing statutory accounts and 

managing audits. 

2 Experience of fundraising, eg such as bid writing, or developing 

giving campaigns. 

3 Enthusiasm for the aims of The Poetry Society. 

 

Note: Whilst a finance qualification is desirable, we will happily consider applications  

from candidates without a formal qualification who can demonstrate their abilities in  

financial management through their experience. 

 

We particularly welcome applications from candidates from Black and minoritised  

ethnic backgrounds who are under-represented within the arts. All applicants are 

welcome regardless of sex, race, disability, sexual orientation, religion or belief, age, 

marital status or civil partnership, pregnancy/maternity or gender reassignment. 

 

Other information 
 

Location: This role is based primarily in our London office at 22 Betterton St, Covent 

Garden, London WC2H 9BX. Some home working possible.  

 

As at September 2021, The Poetry Society is in the process of gradually transitioning from a 

WFH / hybrid model back to office working. 

 

Probationary period: 6 months 

 

References: Any job offer is made conditional to satisfactory references.  
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How to apply  
 

Applications should include:  

 

 A covering letter (max 3 sides) that summarises your interest in this post. 

IMPORTANT: please provide evidence of your ability to match the required 

knowledge, skills and experience criteria outlined above.  

 A comprehensive CV giving details of relevant achievements. 

 A completed Equal Opportunities Monitoring Form (Equal Opportunities form – 

download https://poetrysociety.org.uk/wp-content/uploads/2021/09/Poetry-Society-

Recruitment-Equal-Opportunities-Monitoring-Form.docx ). 

 Details of your notice period, and current salary if applicable. 

 Please also indicate the best way to contact you during the day. All communication 

will be made discreetly. 

 

Please note, only the ground floor and basement of our building have disabled access. 

Regrettably our building has no lift access to our first, second and third floor offices. 

 

Please email your application to generalmanager@poetrysociety.org.uk with ‘Head of 

Operations’ in the subject line. 

 

Your CV and covering letter should be two separate Word documents, named respectively 

'[First name Last name] CV' and '[First name Last name] Head of Operations application'. 

Covering letters should be addressed to Poetry Society Director, Judith Palmer. 

 

If you have any queries about the role please email generalmanager@poetrysociety.org.uk 

 

Deadline for applications: 5pm on Tuesday 28 September 2021 

Applications are invited as soon as possible, since they will be assessed as they come in. 

 

Interviews are scheduled to take place Friday 8 October, online or in-person. 

 

 

 

 

 

 

 

 

 

 

 
The Poetry Society, September 2021 

https://poetrysociety.org.uk/wp-content/uploads/2021/09/Poetry-Society-Recruitment-Equal-Opportunities-Monitoring-Form.docx
https://poetrysociety.org.uk/wp-content/uploads/2021/09/Poetry-Society-Recruitment-Equal-Opportunities-Monitoring-Form.docx
mailto:generalmanager@poetrysociety.org.uk
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