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Job Description 
 

Team:  Senior Management Team   

Salary: Circa £40,000 per annum (depending on experience) 

 

Purpose of Job: 
 
• As a key member of the Senior Management Team you are responsible for proactively 

contributing to the business’s success by heading up our product and service delivery 

in both the physical and digital world, ensuring UMi becomes THE best source of 

information, expertise and finance for our community of customers and partners.  

 

Scope of Work - Main Responsibilities 

 
Leadership and People Management: 

 
• Inspire members of the team to innovate and strive for excellence at all times  

• Create an environment where individuals can excel and barriers to our success can be 

discussed openly  

• Ensure performance is effectively managed and issues are addressed in a timely and 

appropriate manner  

• Set and provide clear direction on UMi’s aims and objectives, leading by example at all 

times  

• Take responsibility for ensuring compliance with all standards within the team  

• Develop people with the right skills, knowledge, attitudes and behaviours to operate to 

their full potential  

• Engage employees through involvement and communication  

• Support employees’ health and wellbeing and maintenance of a good work-life balance  

• Drive productivity by directing and guiding the work of others within the team and 

across functions (as appropriate)  

• Recognise and value individual’s contribution to the success of the business  

• Create, implement and maintain effective resource management models and systems 

including service schedules  

 

Service Design and Delivery: 
 
• At all times ensure that in delivery of services and products, UMi takes “the hard work 

out of” finding and using the best sources of information, expertise and finance to help 

businesses go further  
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• Full responsibility for the user experience and quality of the services delivered and their 

overall contribution to the company’s profitability and reputation 

• Ensure services are delivered in line with quality assurance and compliance  

• Work closely with Head of Marketing and Content, to ensure marketing and content 

plans align with service delivery plans and market requirements and that delivery of the 

products and services are consistent with brand voice, style and tone 

• Undertake research and analyse the business information and expertise environment to 

ensure UMi remain market leading, inspiring, factual and current, cascading best 

practice and insight  

• Use a range of data, including behaviour insights, platform usage and customer 

sentiment to identify trends in content usage, continually improve and develop service 

delivery  

 

Operations Management: 
 
• Development and documentation of operational plans which clearly articulate key 

projects, performance indicators and resource allocation 

• Develop schedules, content plans and resourcing to ensure service delivery and content 

is in line with fiscal plans  

• Establish effective quality assurance and compliance processes, working closely with 

the Audit and Assurance Manager 

• Manage budgets, regularly forecasting effectively including revenue and cost, provide 

recommendations for enhancing profitability or investment opportunities  

• Act as commissioner of services, ensuring briefs are clear, documented and any 

procurement is undertaken in line with UMi policies  

• Develop contacts and networks, build relationships with appropriate organisations, 

contributing to business development 

• Account manage key commercial partners ensuring performance exceeds expectations 

and return on investment   

• Develop customer journeys, associated delivery processes and work instructions to 

ensure clarity of expectations  

• Agree a balanced scorecard of Critical Success Factors, measures and targets including 

sales, customer sentiment and fiscal performance  

• manage budgets that have been allocated ensuring appropriate procurement 

compliance  

• Take pre-emptive/corrective action as appropriate and inform future plans  

• Gather, analyse and present structured management information for use by the 

Management Team and external stakeholders  

 

Position within the Organisation: 

 
• The role reports to the Chief Commercial Officer 

• The role has significant leadership responsibility  

• The role requires frequent and close integration across all internal departments at all 

levels  

• The role requires maintaining a professional reputation with external contacts  
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Dimensions and Limits of Authority: 
 
• The role has budget accountability as agreed with the Chief Commercial Officer 

 

We Are Brilliant Standards: 

 
• To embrace and demonstrate with integrity, the standards and behaviours which 

underpin the business’s values 

• To maintain the highest standard of professional conduct at all times both in business 

and socially with colleagues, clients, business networks and partnerships 

• To commit to the principle and practice of Continuous Professional Development and to 

undertake additional training to meet individual and organisational needs 

• To follow Health and Safety procedures put in place by the business to ensure the safety 

of you, your colleagues and others who may be affected 

• To uphold the business’s commitment to equality of opportunity to all and following 

UMi’s Equality, Diversity and Inclusion Policy 

• To support the business in achieving its sustainability and environmental aims and 

objectives 

• To contribute proactively to sharing ideas, knowledge and best practice to bring about 

business improvement  

• To undertake any other additional tasks and responsibilities appropriate to the level of 

this post 

 

Summary of Knowledge, Skills and Experience – Essential 

 
• Budget management  

• Ability to communicate effectively across all channels at all levels  

• Previous experience as a member of a management team with the ability to develop 

plans and an appreciation of the impact of decision making upon operational objectives  

• Attention to detail, methodical approach, creative, innovative, customer focused and 

problem solver 

• Experience as a respected leader in a business services related sector   

• Experience designing and implementing services in both the digital and physical world 

• Project management skills and understanding how to manage the priorities of multiple 

stakeholders in a complex environment with a focus on the delivery of results and sales 

• Fluency in IT and planning tools including Microsoft 365 applications  

• Presentation skills 

 

Summary of Knowledge, Skills and Experience – Desirable 

 
• Experience leading or account managing external client projects 

• Experience of “Business to consumer” engagement or sales  
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Job Holder Signature:  

 

 
------------------------------------------------------------------- 

 

Line Manager Signature: 
 

 

------------------------------------------------------------------
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COMPETENCY 

AND BEHAVIOURS 

ONE OF THE TEAM SETTING AN EXAMPLE STANDING OUT FROM THE CROWD 

DECISIVENESS 

 

 

 

 

Presents clear information and 

analysis to aid decision making. 

Always present a recommendation 

which is well considered and 

underpinned by sound research. 

Thoroughly considers factual and personal information and 

makes recommendations based on financial and 

reputational factors.  Where risks are identified a well 

thought through mitigation strategy is presented. 

BUILDING & 

ENHANCING 

RELATIONSHIPS 

Recognised as being approachable, 

takes action to put others at ease.  

Presents themselves in a professional 

manner. 

Actively invests the time to get to 

know individuals and organisations 

and is a source of advice for 

others. 

 

Is highly approachable and a trusted colleague recognised 

as a source of advice for others.  Takes the time to think 

through how to approach a new relationship or how they 

can add value to an existing relationship.  Acts as an 

ambassador of UMi internally and externally.  

ORGANISATIONAL 

AWARENESS 

Can describe who we are, what we 

do and what makes us special. 

Actively gets involved in business 

wide projects and proactively 

promotes business services 

Is well recognised across the business, instigates cross 

selling opportunities and has a demonstrable 

understanding of key projects and performance at all 

times. 

DEVELOPING SELF 

AND OTHERS 

Actively participates in training 

opportunities and in 1:1’s to identify 

areas for self-development. 

 

Proactively offers support to others 

based on their experience and 

specialism, and looks for 

opportunities internally to develop 

skills and experience or learn from 

others 

Without instruction undertakes both formal and informal 

development activities such as online webinars, personal 

research, external training and update sessions. 

Proactively engages in external opportunities for self-

development e.g., involvement in charities, sports clubs 

etc. 

COMMUNICATION 

& INFLUENCING 

Consistently structures both written 

and verbal communication well, 

using the most effective method 

whether face to face, always 

checking to ensure the recipient has 

a clear understanding. 

Tailors communication effectively 

to meet the needs of the recipient.  

Takes the time to understand how 

best to approach a situation and 

also actively considers how the 

other person will perceive things. 

Actively develops new strategies for communicating that 

encourage engagement and presents information 

effectively. 

PLANNING & 

DRIVE FOR 

ACHIEVEMENT 

Displays a positive outlook at all 

times, independently plans workload 

and proactively communicates and 

negotiates changes to agreed 

deadlines.  Consistently punctual and 

well organised and always clear 

about what outcome is required. 

Suggests solutions to be able to 

accelerate activity or re prioritise 

to enable increased activity to be 

handled, constructively challenges 

targets and encourages others to 

succeed. 

Set themselves personally challenging targets, operates 

independently and proactively makes recommendations for 

improvement in either team or group methods and 

approaches. 


