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Job Description

The ICO expects all staff to adhere to the organisation’s key values and principles, which are: to demonstrate enthusiasm, flexibility and passion; a willingness to work hard; strive for excellence and take on responsibility; be enterprising and use initiative; and support diversity in all its forms.

Job Title:		Operations Officer (Sabbatical Cover)

Salary:				£33,540 to £37,858 per annum (dependent on experience) 

Reports to:			Head of Finance

Working Hours:        	Five days a week, seven hours per day between 9am-6pm with one hour lunch break.  

This role is offered on a full-time basis. We are open to flexible working and would be happy to discuss alternative working patterns, including reduced hours, with candidates who can demonstrate how they would successfully deliver the responsibilities of the role within those arrangements.

Holidays:                      	25 days per year (plus bank holidays) pro rata

Contract:	Fixed-term – five months: 1 January - 31 May 2027

Probationary period: 	Two months

Notice period:	One month

Terms and conditions
The above details and the job description for the position of Operations Officer are a guide to the nature of the work required. They are not wholly comprehensive or restrictive and do not form part of the contract of employment. 

Purpose of the post
To support the operations and smooth and efficient running of the ICO. Overseeing the financial administration of the organisation. Analysing and reporting on ICO activities and systems to improve performance. Managing the operations of our distribution activities. Supervising the premises management of the ICO office. Assisting and supporting the development of excellent HR processes.



Main Responsibilities

· Act as the first point of contact for the ICO, following up requests for information and advice, and responding to routine enquiries by phone or email as appropriate.

Finance 

· Oversee financial administration, including raising invoices, maintaining credit control, liaising with debtors and creditors, posting purchase invoices and debit card transactions, undertaking bank reconciliations and ensuring that accounts balance, process expense claims and be responsible for petty cash, post office account and any other financial administration as directed.
· Create quarterly budget reports for budget holders and support them in understanding variances and assist with financial reporting.
· Support the Head of Finance and Head of Operations in producing annual budgets and financial forecasts.

Reporting and analysis

· Collect and collate data (e.g. box office figures, event attendance, participant demographics) for ICO activities to assist the Head of Operations with reporting. 
· To provide analysis of data (e.g. programming client cinemas, distribution projects, FHSE member activity, training courses and events) to improve the performance of ICO services.

Business systems

· Maintain ICO systems, including IT, telecommunications, business database, CRM, financial accounting.

Distribution

· Manage the operational aspects of the ICO’s distribution activities including producing materials and organising transport of films.
· Administer ICO distribution bookings, including taking bookings, collation of box office data and communication with venues.

Premises management

· Oversee health and safety operations for the ICO, including maintaining premises risk assessments, carrying out regular health and safety inspections, organising the appropriate number of staff to carry out first aid duties and organise regular training. 
· Maintain security and access of the ICO office, including carrying out security audits and putting in place adequate procedures, maintaining the intruder alarm, maintaining a list of key holders for the premises and who can be contacted in an emergency, ensuring staff are aware of security procedures.
· Oversee fire safety arrangements at the ICO, including ensuring fire risk assessments are up to date, maintaining firefighting equipment and emergency lighting, regularly checking escape routes, overseeing training of fire wardens and ensuring staff are aware of fire safety arrangements.
· Maintenance of the ICO office and equipment, including liaison with the management company on the maintenance of the office, organising annual boiler service and electrical appliance testing, identifying defects in the office and organising repairs, arranging regular cleaning of office windows.
· Order and manage operational stock, including stationery, catering supplies, toiletries, cleaning products, first aid kit supplies and lightbulbs.
· Coordinate regular services provided by external contractors including: cleaners, drinking water, refuse collection.
· Manage efficient procurement of services in relation to the ICO e.g. maintenance contracts, utilities (gas, water, electricity, broadband) and insurance.
· Oversee ICO GDPR policy and put in place procedures to ensure compliance including regular archiving and deletion of files and data.

HR

· Maintain employee records including employment dates, Birthdays, emergency contact information, holiday entitlement, and sickness days.
· Assist with recruitment and onboarding processes for new employees including advertising jobs, communicating with candidates and scheduling interviews, new starter forms, orienting new employees to the organisation (e.g. workstation, health and safety, fire safety, finance procedures). 
· To organise office social events and gift management.
· Take responsibility for designated tasks and use initiative and judgment to manage them appropriately and in a timely fashion as directed.
· Work in a flexible manner and be willing to undertake other duties as reasonably requested including some travel, weekend and evening work as required.
· Undertake any other duties as necessary.



Person Specification

Essential Criteria

· Experience of financial administration, including processing payments, raising invoices and maintaining accurate financial records.
· Experience of providing administrative or operational support within an organisation.
· Experience of working with data and information to produce accurate reports.
· Experience of learning and using new systems, databases or software.
· Strong digital skills, including confidence using Microsoft Office applications, particularly Excel.
· Experience using Excel to manage, analyse and maintain data, including formulas, sorting and filtering.
· Good numerical skills and the ability to work accurately with financial and other data.
· Excellent organisational skills, with the ability to manage competing priorities and meet deadlines.
· Strong written and verbal communication skills, with the ability to communicate effectively with a range of stakeholders.
· Ability to build positive working relationships with colleagues, partners, suppliers and external stakeholders.
· Ability to work independently, use initiative and identify solutions to problems.
· Ability to work collaboratively as part of a team.
· Ability to handle confidential and sensitive information appropriately.
· A flexible and proactive approach to work.
· Commitment to equality, diversity and inclusion.

Desirable Criteria

· Experience of supporting budgeting, financial reporting or forecasting processes.
· Experience of using CRM, accounting or database systems.
· Knowledge or experience of premises, facilities or office management.
· Knowledge of HR administration processes.
· Experience of working within the arts, cultural or charitable sectors.
· Knowledge of film exhibition, distribution or cinema.
· An interest in film and cinema.

We recognise that people develop skills and experience in different ways. If you are excited about this role but do not meet every criterion, we encourage you to apply.

image1.jpg
Independent
Cinema

Office





