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WELCOME

Dear Applicant, 

A warm welcome to St Hilda’s East and thank you for taking the time to read this Information
Pack and consider the role of Head of Operations at our organisation.

The Charity has a rich history, founded 130 years ago, as a ‘Settlement’ in Shoreditch, by
Cheltenham Ladies College whose purpose was to locate students from the college into the
community, so that they could provide education, alleviate poverty and take part in social
and recreational activities, in order to have an impact and make a difference in the local
area. 

In essence, the same applies today and St Hilda’s East is looking at how it engages with the
residents of Tower Hamlets and what Services it provides to meet the needs of the local
community. As such, we are looking for an experienced Head of Operations, who has the
expertise, knowledge and skills to develop robust operating systems at the Charity, which will
allow us to continue to meet the needs of the borough, in a sustainable way, for many years
to come. 

Experience of HR, Admin and Finance would be great, alongside Facility management and
the use of IT systems to support operations . This will be a strategic role, as well as fulfilling
its operational functions, and will form part of the Senior Leadership Team, working
alongside the Director, Head of Funding and Head of Programme Development, as well as
engaging with the Management Team, collaboratively, to maximise opportunities for the
Charity. 

If you are looking to use your Operational skills to make a difference in people’s lives, and
would like to work for a Charity that is rooted in Tower Hamlets, with a Community Hub
located on the historic Boundary Estate in Shoreditch then we would like to hear from you.
Good luck with your Application! 

Kind regards, 

Matthew Band 
Director – St Hilda’s East
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ABOUT US
Who we are and what we do

St Hilda’s East is a vibrant multi-purpose community organisation, providing a wide range of
life-changing services and opportunities for local people of all ages experiencing social
isolation and economic disadvantage - from pre-school activities and youth projects, support
for older people, to free Legal Advice, volunteering and training placements. St Hilda’s works
across two sites within the Borough of Tower Hamlets, our community centre in Bethnal
Green and a second site, Sonali Gardens, just under two miles away in Shadwell. The
organisation provides both a resource for the local community in the Weavers Ward in
northwest Tower Hamlets, while also delivering borough-wide social care services. 
 
St Hilda’s has been serving the community for 130 years, having been set up as a ‘settlement’
in the East End of London in 1889. Nowadays a locally-managed charity, we continue to
provide support and opportunities for those facing disadvantage and social exclusion. 2019
marked our 130th Anniversary and we celebrated through a range of community and larger-
scale fundraising events. 
 
How we do it 

At St Hilda’s East, we believe that our strength lies in our diversity, helping to meet the needs
of local people and supporting their aspirations. We also aim to promote understanding
between all sections of the local community, offering a setting for multicultural, interfaith
and intergenerational exchange.

In all we do, we strive to break down barriers and reduce isolation, enabling access to
learning, training and opportunities, empowering people to reach their goals.

History

In nineteenth century Britain, the industrial revolution created terrible urban poverty. The
East End of London in particular grew quickly, becoming a place where people lived in
overcrowded, badly-built housing and worked up to 18 hours a day manufacturing new
commodities, such as matches and cheap clothing. Settlements started in response to this.
Places like St Hilda’s East were set up in areas of poverty and brought people from better-off
backgrounds to live and work there. St Hilda’s East was founded by former pupils of
Cheltenham Ladies College and has an active link with the College and its Guild to this 
day.

St Hilda’s East has changed immensely since being established in 1889 as a 
settlement by the Guild of Cheltenham Ladies’ College. The pioneering Guild 
members who started our history over a century ago might not recognise 
the buildings now, and they would certainly be surprised by many of 
the changes to the surrounding area. But they would still recognise 
the aims of St Hilda’s East today: to combat deprivation and social 
exclusion through providing education and recreational 
provision along with social care — activities that enable 
and empower individuals.
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Lead and manage all operational functions of the charity i.e. HR, Admin, IT, Finance and
Facilities, as part of SLT
Develop its systems and processes, so that they are robust and rigorous, using up to date
IT hardware/software solutions, to provide accurate data and information to the
Executive Director and SLT
Line manage the Operations Team i.e. Finance Manager, Admin/Facilities Manager in a
professional and friendly manner, and allow the Team opportunity to grow and develop
Performance manage the Team, so that Action Plans are active and implemented in a
timely manner and results achieved
Support the Governance function of the Charity i.e. Executive Director and Trustees to
ensure information, data and reports are accurate and readily available 

Project Management with a focus on Tasks, Milestones and Deadlines
Development of new IT systems and processes with the Operations Team to provide
solutions for Data Collection, Reporting and Decision making and ensure the smooth flow
and accessibility of information
Help shape the culture of the charity so that it is positive and proactive
Operate in line with established Policies and Procedures

JOB DESCRIPTION
Title: Head of Operations
To: Executive Director
For: Finance Manager and Facilities/Admin Manager and Team
Location: Community Hub, Club Row, Shoreditch, London, with one day a week wfh
Salary: £40k - Full-time or 4 days per week (Salary pro-rata if 4 days per week.)

Job Purpose

Lead, and manage the Operations of the charity i.e. HR, Admin, IT, Finance and Facilities, and
develop its systems and processes, whilst line managing the Operations Team i.e. Finance
Manager, Admin/Facilities Manager and Team. Support the Executive Director, Head of
Funding and Head of Programme Development, as part of the SLT.

Responsibilities

Additional
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Degree level
Operational Management

5 years + Operational Management 
Development of Systems and Processes using IT solutions
HR, Admin, IT, Finance and Facilities
Line management of Teams
Governance support
SMT and SLT 

Operational and Project Management
IT systems and processes
Charity Sector
Interpersonal, Communications, Organisational and Motivational
Change Management

25 days holiday that increases to 30 days with length of service plus bank 

Cycle to work scheme 
Pension 

PERSON SPECIFICATION
Qualifications

Experience

Skills & Knowledge

BENEFITS

      holidays 



45min-1hour interview, including a short presentation

SUBMITTING AN APPLICATION
TPP Recruitment is a specialist, highly respected and well-established UK-wide consultancy. Our
areas of expertise enable us to provide dedicated support to organisations across 
non-profit and public-sector organisations.

For an informal and confidential discussion regarding this role, please contact:

Gemma Hannington 
Business Manager                   
020 7198 6020                    
gemma.hannington@tpp.co.uk

TO APPLY
Please email your CV and covering letter to ss.perm@tpp.co.uk

RECRUITMENT TIMETABLE

INTERVIEW
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Closing date for applications

Start date

5th November 2021

January 2022

w/c 15th November 2021Interviews 

mailto:gemma.hannington@tpp.co.uk
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