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JOB DESCRIPTION – BUSINESS MANAGER 
 

Job title:   Business Manager 

Reports to:   Chief Operating Officer (COO) 

Location of work:  Flexible / Home-working / Some travel to London  

Duration:   12-month fixed term contract 

Hours:   Either 3 or 4 days per week – open to candidate preference 

Salary: Up to £45,000 per annum (full-time equivalent), depending on skills and experience 

Benefits: 25 days holiday, with option to buy another 5 days 
£500 pa investment in personal development 
Up to 4.5% matched pension contributions 

Start date:   ASAP 

Job purpose: 

Are you super organised, great with numbers, comfortable working with autonomy across a broad range of activities, have an eagle 
eye for detail and looking to be part of a small, dynamic, mission-focused team?  
Then we would love to meet you!  

FutureDotNow is a not-for-profit industry coalition focused on accelerating the UK’s workplace essential digital skills at scale. For the 
past two years, our operational processes have been supported by one of our Board organisations, but we are now taking a significant 
step to become a standalone legal entity. This means we will soon be required to run many of our business processes, such as finance, 
HR etc, in house.  

We are now seeking a highly organised Business Manager to join our vibrant team and manage the day-to-day operations of the 
organisation. This will be a broad and stretching role, it will suit someone who is naturally structured, who likes taking ownership for 
efficient delivery, and has a high level of attention to detail. Once in post, this individual will work with the COO to develop the monthly 
cadence of operations, which will bring a natural structure to the role, but this individual will also be able to respond effectively to 
more ad-hoc requests for action / information as required. This busy role will see the successful candidate work closely with the wider 
team to ensure the organisation delivers on its obligations. 

The individual will be responsible for building and maintaining relationships with key suppliers, so we are looking for someone who is 
pro-active, conscientious and will represent our organisation in a professional, positive, and engaging manner. We are a small team, 
and some team members work part-time, so a mixture of team-working and independent working is essential.  

Previous experience in HR, Finance functions, using accounting software such as Quickbooks, is desired, but not essential.  
We encourage people who are keen to work for an agile, high-impact, purpose-driven organisation to get in touch. 

We are an equal opportunities employer and welcome applications from candidates of all backgrounds. 

About FutureDotNow:  

FutureDotNow is a not-for-profit coalition of major organisations focused on accelerating the UK’s workplace essential digital skills at 
scale.  We’re coordinating industry action to get working-age adults to the digital starting line equipped with, at least, the essential 
digital skills (EDS) for work.  57% of people think it would be easiest to learn new digital skills through their employer, yet today 11.8 
million people are still without EDS for work (Lloyds Consumer Digital Index 2021). FutureDotNow is helping business understand the 
issue, build collective action and drive change.  

The coalition includes some great names, including Accenture, Asda, BT, Good Things Foundation, Lloyds Banking Group, Nationwide 
Building Society, Nominet, PwC and many more.  As of November 2021, there are over 160 members in the coalition, which are 
typically large employers and digital skills providers across the UK. FutureDotNow engages and motivates members to understand the 
digital skills issue and help them to take action to address it by providing access to insights, tools and resources and creating 
opportunities for members to collaborate and learn from others. 

Key responsibilities: 

Manage business operations, including: 

• Human Resources: Recruitment process for new hires, coordination of employment contracts for new joiners, exit paperwork 
for leavers, recording team absence and annual leave, first point of contact for team HR queries.  

• Accounting and reporting: Financial administration of monthly payroll (including HMRC contributions), purchase orders, 
invoice payments, company insurance, first line approval of expenses, organisation subscription renewals. 
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• IT: Coordination of the purchase, refurbishment, and distribution of IT equipment, first line tech support for the team, 
manage relationships with hardware provider (Dell) and a local IT support (who will configure/set-up laptops). 

• Legal: Administration of Board member paperwork (MoUs), take time to understand the Charity Commission rules and 
monitor organisation compliance, manage relationship with Bates Wells (Legal Counsel). 

• Compliance: Maintain organisation policies and processes, ensure team is familiar with and adheres to organisational policies 
and procedures, be an advocate and a critical, yet compassionate, friend on compliance matters; act as data protection & 
data retention champion. 

• External relationships: Develop and maintain effective relationships with key suppliers (IT, Legal, Finance) 

• Support the COO on other operational matters, as needed 

• Contribute actively to the building of a positive and inclusive team culture. 

Experience and attributes: 

• Excellent organisational and time management skills: you are able to stay on top of a varied workload and prioritise 
appropriately. You’re energised by keeping the business on the front foot and keeping processes running smoothly. 

• Teamwork: you take ownership of your work, and you enjoy working collaboratively and contributing to a supportive team 

• Comfortable challenging and holding the team to account in a compassionate, people-first way. 

• Ability to think critically and creatively, to solve problems. You are able to work in a self-directed way and adapt to change 

• Actively seek and adopt ways to innovate, adapt and flexibly approach obstacles to progress and increase impact in all we do  

• The initiative to anticipate the needs of the team and resolve operational and administrative issues before they arise. 

• The drive and positivity to overcome setbacks. 

• Experience in central organisation functions for a small organisation (ie. HR/finance) DESIRABLE 

Skills: 

• Highly organised, with natural tendency for attention to detail  

• Excellent numeracy and inter-personal skills 

• Strong verbal and written communication skills: You are able to build rapport and communicate clearly. 

• Able to work on your own initiative, meet deadlines and organise workload  

• High degree of professionalism, integrity and fairness, ability to handle confidential information with discretion 

• Be a team player, positive attitude, and willingness to learn 

• MS Teams, Word, Powerpoint and Excel 

 

Interested?  

We’d love to hear from you, please send us your CV and a short cover letter (no more than 200 words!) on why you would be great for 
the role to hello@futuredotnow.uk by Sunday 9 January 2022.  

Interviews will take place the week commencing Monday 17 January 2022.  

We are committed to promoting equal opportunities in employment. We encourage and welcome applications from people of all 
backgrounds. 
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