
 

Operations and Systems Manager 
 
Contract: Fixed term   
Hours: Part-time 18 hours per week term-time only* 
Salary: £34,000 pro rata plus benefits (£13,114) 
Location: Hybrid (Old Street, London, and home working with a minimum 
of two days per month in the office usually a Monday or Tuesday)  
Reports to: Chief Executive Officer 
Line Manages: Not applicable, although they will be responsible for 
overseeing contracts with key service providers.  
 
*This is a fixed-term role from September 2026 to July 2027, working 
term-time only. Hours are 18 per week, worked flexibly over 3-5 days (see 
options below), with 7 weeks unpaid during state school holidays (3 half-
terms, plus 2 weeks each at Christmas and Easter). We welcome 
applications from all candidates, including those looking to balance 
work with any caring or personal commitments. 
 
Possible working patterns 
 

 Mon Tues Weds Thurs Friday Total 
Option 1 6 hours 6 hours 6 hours X X 18 hours 

Option 2 4.5 hours 4.5 hours 4.5 hours 4.5 hours X 18 hours 

Option 3 4 hours 4 hours 4 hours 4 hours 2 hours 18 hours 

 
Applicants must have the right to work in the UK for the duration of the 

contract. 

 

How to apply: see final section 
Deadline for applications is Tuesday 11th August at 12 noon.  
 

About the Sheila McKechnie Foundation 
 
The Sheila McKechnie Foundation (SMK) supports people and 
organisations working to create lasting social and environmental change. 
We help campaigners develop the skills, knowledge, and confidence they 
need to run effective campaigns, while championing the right to campaign 
and connecting changemakers across the UK. 
 
Each year, we work with grassroots, professional and freelance 
campaigners tackling a wide range of issues including human rights, 
health, housing, environmental sustainability, and social justice. 
 
Our support includes: 
 

• Training and Workshops that build campaign skills, strategic 
thinking, and innovative approaches. 



 

• Bespoke Consultancy to help organisations design and deliver 
effective, high-impact campaigns. 

• The SMK Campaigner Awards, which celebrate and promote 
outstanding campaigning achievements across the UK. 

 
From improving local services to influencing national policy, SMK equips 
campaigners with the tools and support they need to make change 
happen. 
 

About the role 
 
As Operations and Systems Manager, you will ensure SMK’s operations 
are well managed and that the team have the technology, systems and 
policies needed to run smoothly. You will take the initiative and hold 
responsibility for managing projects to improve systems and working 
practices and provide the administrative and training support needed to 
enable staff to implement these. 
 
Reporting directly to the Chief Executive, you will work across the SMK 
staff team of six, the board members, suppliers and occasionally our 
training associates maintaining great working relationships and clear lines 
of communication. 
 
In this internally facing role, you will play a key part in shaping the culture 
at SMK and in creating an environment in which the staff team can work 
productively and in line with our values.  
 

Job description 
 
Governance 

• Organise SMK’s board meetings, sub committees and strategy days, 
ensuring all necessary paperwork, including the CEO and Staff Report, 
is prepared and circulated on time. 

• Take clear and concise minutes at board meetings and ensure agreed 
actions are followed up. 

• Support the CEO and Board in ensuring complete and timely reporting 
to regulators such as HMRC, the Charity Commission, and Companies 
House. 

• Keep up-to-date information on Trustees and Patrons including 
monitoring the conflicts of interest register. 

• Support the induction and exit process for trustees and manage any 
Board development requirements. 

 
Human Resources 

• Ensure all current and ex staff records are up to date and stored 
appropriately including contracts and job descriptions. 

https://smk.org.uk/about-us/what-we-stand-for/


 

• Support line managers by ensuring that recruitment, induction, 
employee development and performance management are carried out 
in line with SMK policies and procedures. 

• Regularly review and update HR policies such as the SMK handbook, 
in collaboration with our external HR support, and be a point of contact 
for the team to raise any queries or concerns. 

• Manage the Breathe HR system for all types of leave. Monitor team’s 
absences and be a point of contact for team wellbeing. 

• Oversee the organisation of the annual Team Away days and any 
other team strategic planning days. 

 
Compliance and Risk 

• Ensure SMK operates in line with legal and regulatory requirements, 
seeking external expert support where necessary. 

• Work with SMK’s CEO to ensure policies and procedures are reviewed 
on a regular basis. 

• Work with the CEO to ensure SMK is compliant with health and safety 
practices, GDPR, safeguarding and stays up to date with changing 
regulation.  

• Ensure SMK’s insurance is up-to-date and covers the correct 
requirements. 

• Maintain awareness of risks and changes in the external environment 
that may affect SMK, managing a risk register to capture the risks and 
actions to be taken to mitigate them. 

• Support staff across the organisation to complete risk assessments 
where necessary and take responsibility for signing these off in line 
with our policies.  

  
Office Admin  

• Be the first point of contact with the office landlord. 

• Look after the photocopier, stationary and other office requirements.  

• Be responsible for incoming / outgoing post (when in the office). 

• Book meeting rooms and desks for team meetings on Mondays. 
 
 
IT and Information Management 

• Manage the relationship with SMK’s IT service providers.  

• Support the team with IT requirements. 

• Implement the IT and Cyber Security policy and regularly review and 
update, providing/signposting staff training where necessary. 

• Take a broad overview of systems within SMK, reviewing them and 
ensuring that they are fit for purpose, including the CRM. 

• Lead on ensuring SMK’s digital and offline files are up to date, 
organised, and stored correctly on SharePoint. 

 
Finance 



 

• Support CEO in liaising with SMK’s accountants, with day-to-day 
bookkeeping and account management 

• Collect and file monthly Credit Card receipts and invoices and share 
with SMK’s accountants. 

• Ensure finance policy and procedures are up to date and answer 
finance-related queries from the team as required. 

• Complete and manage client supplier forms. 

• Track the progress of the annual audit and coordinate with the 
appointed auditors and external accountant. 

  

About you 
 
Having worked in a similar role, you’ll display a proven ability to create,  
implement or update systems that will increase the organisation’s  
operational efficiency.  
 
You are organised and methodical, with an excellent eye for detail and an 
understanding of bigger picture joined-up systems. You are able to  
manage and prioritise a busy and diverse workload, with support from  
your line manager. You’re responsive, approachable, and will have a solid 
overall understanding of how organisations work at every level.  
 
You are able to operate in a small interdependent team in the heart of the 
campaigning community where relationships based on trust.  
 
Person Specification  
 
We're committed to creating an inclusive culture where everyone can  
reach their full potential. We welcome applications from people in 
underrepresented groups. To ensure that everyone can apply and be part 
of our recruitment processes, where needed we will make reasonable 
adjustments to accommodate our candidates.  
 
Please read more here about our commitment to solidarity, equality, 
diversity and inclusion.  
 
Experience. We’re interested in experience that’s both job-related or 
gained through other areas of your life 
 
Essential  

• A minimum of 2 years’ experience in a similar role, ideally within 
the charity sector.  

• Extremely organised, with high levels of accuracy and attention to 
detail demonstrated by excellent record keeping and information 
management skills.  

• Excellent written, interpersonal and communication skills  

https://smk.org.uk/about-us/our-commitment-to-solidarity-equality-diversity-and-inclusion/


 

• Excellent project management skills, with the ability to manage 
your own workload effectively, maintain flexibility and take the 
initiative when required.  

• Good financial literacy, with a working knowledge of budgets and 
finance systems.  

• Experience of supporting charity Boards and working with trustees, 
preparing papers, accurate minute taking, overseeing action logs 
and responding to enquiries. And a working knowledge of charity 
governance requirements and reporting. 

• Experience of leading recruitment processes including creating job 
packs, promotion, shortlisting and communications to applicants 
throughout the cycle.  

• Experience of drafting, reviewing and implementing organisational 
HR policy and procedures (HR expertise is provided by an external 
provider) and working with HR systems (we use Breathe HR) 

• Basic training in risk management with experience of writing and 
implementing risk assessments.  

• Good understanding of organisational health and safety 
requirements, including safeguarding and the knowledge and 
confidence of how to seek further advice and information when 
required.  

• Experience of negotiating with and supervising third-party suppliers 
and contracts. 

• Excellent IT skills with ability to use Microsoft Office to a high level 
and support others to do so.  

• Experience of general administrative support including logistics, 
travel and events. 

• Experience in CRM database management, preferably Salesforce, 
and a proven ability to handle and analyse data, and produce 
reports. 

• A commitment to SMK’s mission, values and strategic objectives 
outlined in our strategy Change is Possible.  

 
Desirable 

• Background and/or interest in campaigning and social change 
• Experience of accountancy software, preferably Quickbooks 
• Experience of working in a small hybrid organisation 

 
How to apply: 
 
If you’re interested in the role, please apply via Charity Jobs. This enables 
us to screen applicant anonymously and mitigate against unconscious 
bias.  
 
You will be asked to submit a CV and a cover letter. Your covering letter 
should be no more than two-pages (at a minimum font size of 11pt), and 
should address the following: 
 

https://smk.org.uk/wp-content/uploads/2026/06/Change-is-Possible-SMK-Strategy-2026-2028FINAL.pdf
https://www.charityjob.co.uk/jobs/sheila-mckechnie-foundation/operations-and-systems-manager


 

• Why you want the job 
• How you meet the requirements of the role, as set out in the person 

specification  
 
Please note that generic application cover letters do not allow us to  
properly assess an application and will result in the application being  
screened out.  
 
The Sheila McKechnie Foundation is committed to building a diverse and 
inclusive organisation that reflects the communities and campaigners we 
support. We believe that a wide range of backgrounds, experiences, 
perspectives, and identities strengthens our work and helps us achieve 
greater impact. 
 
We welcome applications from candidates of all backgrounds and 
particularly encourage applications from people who are currently 
underrepresented in the charity sector and in our organisation, including 
people from Black, Asian and minority ethnic backgrounds, disabled 
people, LGBTQ+ people, and people from lower socio-economic 
backgrounds. 
 
We are committed to ensuring that our recruitment process is accessible 
and fair. If you require any reasonable adjustments at any stage of the 
application or interview process, please let us know and we will be happy 
to discuss how we can support you. 
 
SMK is an equal opportunities employer and accredited with the Living 
Wage Foundation, and all appointments are made on merit based on 
skills, experience, and potential.  
 
• Applications close: Tuesday 11th August at 12 noon 
• Candidates successfully shortlisted will be notified by Wednesday 12th 

August, if you do not hear back from us by that date, please assume 
that your application has been unsuccessful this time.    

• Interviews: Thursday 3rd September 2026 in the office. 
• This post is currently vacant and is a fixed term role and ideally a 

suitable candidate would get started as soon as possible.  
 
We welcome the use of AI tools to support candidates in preparing their 
applications, for example to improve structure, clarity, or presentation. We 
are interested in your experiences, perspectives, and achievements, so 
we ask that applications remain an authentic reflection of your own skills 
and work. Any claims or examples included in your application should be 
ones you can confidently discuss and expand on during the recruitment 
process. 
 
If you have any questions about the role or process, please email 
recruitment@smk.org.uk with the job title in the email header. We are a 

mailto:recruitment@smk.org.uk


 

small team, short of an Operations and Systems Manager, so it may take 
us a couple of days to respond.  


