
  

    

 

Birthrights Operations Manager  
(maternity cover) 
 

Job description 

Job title Operations Manager (maternity cover) 

Role Purpose 

 Be responsible for the smooth running of Birthrights and 

act as the “glue” for the rest of the organisation. 
 Lead Birthrights’ operations function, line managing the 

Team Coordinator and overseeing day-to-day 

administrative, operational and finance work. 

 Take forward Birthrights’ strategic priority to strengthen 

our systems and infrastructure, ensuring finance, 

governance, human resources, and organisational policies 

and processes are fit for purpose, in line with best practice, 

and promote wellbeing, sustainability and inclusion. 

 Coordinate monitoring and evaluation work, to 

strengthen and demonstrate Birthrights’ impact. 

Reports to Chief Executive 

Salary £36,000 FTE – £21,600 actual 

Contract 12 month fixed term contract 

Hours  

22.5 hours per week based on a 37.5 hour working week. 

Employee-led working schedule but hours will need to 

overlap with whole team at least one day per week. 

Location 
Home-based (UK and able to travel to regular team meetings 

and events usually in London) 

Benefits 30 days annual leave pro rata, flexible working schedule  

 

About Birthrights 

Birthrights champions respectful care during pregnancy and childbirth by protecting 

human rights. We provide advice and information to women and birthing people, train 

doctors and midwives, and campaign to change maternity policy and systems. 

Our vision is that everyone receives the respect and dignity they deserve in pregnancy 
and childbirth. Our mission is to be the authority on human rights in pregnancy and 

childbirth in the UK and use that influence to improve services and practice throughout 

the maternity system. We’ve been pivotal in safeguarding basic rights for women, 
birthing people and families during the pandemic – read more in our Impact Report.  

We punch well above our weight and have grown rapidly in recent years – current 

annual turnover is around £300k with a team of 8 part-time staff, growing to 11 in 2022. 



  

    

 

About the role 

We are looking for an highly-organised and experienced operations professional, who 

is passionate about human rights in maternity care and able to provide exceptional 

support to the team and Trustees. You will be confident with finances, budgets and line 

management, with a flexible approach to prioritising a varied and busy workload.  

This year is a pivotal time for the operations function, as a core plank of Birthrights’ 
strategy for 2022-24 will be to build our capacity and internal infrastructure, so we can 

maximise resources, support our team, and grow the scale, impact and equity of our work. 

During the 12 month contract, you will work closely with the Chief Executive, SLT, 

Treasurer, Secretary and partners to develop and deliver this strategic priority. 

You will need to be a strong team player who can build relationships and establish 

credibility both internally and externally, and a self-starter able to progress work 

independently.   

Birthrights is a small but mighty charity, so you need to be both strategic and hands-on. 

You will have the opportunity to work across the whole team and make a real difference 

to women and birthing people’s experience of pregnancy and childbirth. 

It's an exciting time to join us. In 2022, we will continue to champion human rights in 

response to Covid-19 restrictions in maternity care, publish the report from our national 

inquiry on racial injustice, grow our advice and training, and shape a new strategic plan. 

Main responsibilities 

1. Financial management 
 Lead efficient and accurate processing of invoices, payments and expenses, 

ensuring they are promptly and accurately received, acknowledged and saved 

by the Team Coordinator 

 Management of accounting software – Quick Books – including uploading and 

coding invoices, running off reports for the team or Board 

 Management of bank account including setting up new payees, processing 

payments up to £1,000 and monthly bank reconciliation with Quick Books 

 Deliver the monthly payment run on time and with appropriate approvals 

 Support the Chief Executive with monthly management accounts, re-

forecasting and narrative Board reports 

 Support the Chief Executive to deliver high-quality, accurate and timely funder 

reports 

 Lead day-to-day relationship with accountants, including for payroll and 

monthly management accounts 

 Lead preparation of financial information for the annual report and accounts, 

working closely with the Chief Executive 

 Work with the Chief Executive to review and implement team processes to 

improve our financial management 

 Contribute to regular meetings with the Chief Executive and Treasurer to 

implement the finance action plan 

 Support the Chief Executive to develop the annual organisational budget 

 Support increased delegation and oversight of functional budgets to the SLT 

 Attend the Finance, Audit and Risk Committee and support delivery of the 

Committee’s actions 

 
 
 



  

    

 

2. Governance and organisational development 
 Arrange quarterly meetings of the Board, Finance Committee, and ad hoc 

Trustee meetings or away days, liaising with the Chief Executive, Chair, 

Treasurer and Secretary 

 Support Trustee recruitment and lead on induction of new Trustees, including 

registration with the Charity Commission 

 Work with the Secretary to review, refresh and develop Birthrights’ 
organisational policies, in line with charity requirements and best practice 

 Manage, streamline and improve security of cloud-based storage and filing 

systems (Dropbox), to support efficient remote and paperless working  

 Work with the Chief Executive to review and strengthen internal information 

management and GDPR compliance, training the team as required 

 Work with the SLT to scope and implement a proportionate CRM database 

 Input to regular review and management of organisational risk with the SLT 

 

3. Human resources  

 Line manage and develop the Team Coordinator, working with the SLT to 

ensure effective, high-quality support across the team’s work 

 Manage job advertising and recruitment processes 

 Lead on induction of new staff members and develop a clear and consistent 

pack for new starters 

 Be the first point of contact for staff about employment policies 

 Proactively identify and promote training and development opportunities to 

strengthen individual and collective skills 

 Lead on regular health and safety assessments to ensure appropriate support is 

in place for home-working 

 Review and strengthen HR processes, based on feedback from the team and 

best practice 

 Ensure staff can access support for wellbeing and trauma-informed practice e.g. 

birth debriefs for new starters, Birthrights-funded counselling offer 

 Support the Chief Executive to drive a positive, inclusive and anti-racist culture 

 

4. Impact and strategy 

 Oversee the quarterly KPI monitoring process, ensuring completion by team 

leads and sign-off by the Chief Executive ahead of Board deadlines 

 Support delivery of the Impact Study and rollout of its findings to improve our 

monitoring and evaluation framework 

 Input to the new organisational strategy for 2022-25 and work with the Chief 

Executive and SLT to develop an annual planning cycle to implement its goals 

 

 

  



  

    

 

Person specification 
Experience and skills 

 Experience of office admin, financial management and/or operations 

 Excellent organisational skills and attention to detail 

 Excellent communication skills, both written and verbal 

 Ability to represent Birthrights to external stakeholders and liaise effectively with 

senior colleagues including Trustees 

 Experience of managing staff or volunteers, or of supervising work 

 Good data management skills to support monitoring and evaluation work 

 Experience of working effectively within and supporting a small team 

 Desirable: experience of leading or delivering organisational development work 
 
Knowledge 

 Good understanding of relevant compliance issues including safeguarding, data 

management, charity regulation including financial good practice and fundraising, 

and diversity and inclusion 

 Excellent IT skills and knowledge of IT solutions to support effective operations in a 

small charity 

 Financial management and good practice including use of accountancy software or 

demonstrable ability to develop these skills (we currently use Quickbooks, training 

and support available) 

Personal qualities 

 Passionate commitment to Birthrights’ mission and values, including inclusion and 

anti-racism 

 Efficient, reliable, flexible and collaborative working style 

 Self-motivating with ability to work effectively from home and as part of a virtual 

team 

 Strong team player with ability to get stuck in in a small organisation 

 

  



  

    

 

Our team 

We have a small team of core paid staff. In 2022, we are set to grow, with three new posts 

(in pink below). Our Board of Trustees and network of Associate Trainers and healthcare 

professionals bring a wealth of diverse experiences and expertise to help deliver our 

mission. 

We are a friendly, passionate and supportive bunch. We have always been a fully remote 

team, working from home, but we also have access to a co-work space in London Fields. 

Our ethos and policies promote genuinely flexible working. We know the work/life 

juggle is tough - especially now - and will do whatever we can to support your wellbeing. 

 

 
 

Diversity, equity and inclusion 

Birthrights is committed to diversity, equity and inclusion in our organisation and our 
external work. You can read our full inclusion statement here. 

We have signed the Show the Salary pledge, adopted the Halo Code, support the 

#NonGraduatesWelcome campaign, and recently trained with the Queer Birth Club on 

LGBTQ+ competency and JMB Consulting on anti-racism. 

We want to ensure we have a diverse team with a range of lived and professional 
experiences. We particularly welcome applications from people of colour, LGBTQ+ people 

and disabled people. We will use positive action under the Equality Act 2010 to appoint 

from these underrepresented groups if two candidates are equally qualified. 
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How to apply 

Please send your CV and a short covering statement (maximum two sides of A4) to 

info@birthrights.org.uk by noon on 15 February 2022.  

The covering statement is your opportunity to tell us why you’re a good fit for this role.  
We know it’s a big job so don’t expect you to have everything we are asking for on day 

one and we are committed to providing support and training. Do look at each criteria 

under ‘Person specification’ and give clear, specific examples of how you meet them 
through your personal or professional experience (volunteering counts too). Don’t forget 
to tell us why you want the job! 

If you have any questions about the role and application process, please contact 

info@birthrights.org.uk. We can offer an informal conversation to answer any questions 

you might have about the role before you apply. 

Interviews are likely to take place on Zoom w/c 28 February, to be confirmed nearer the 

time. We will share interview topics/questions in advance as part of our commitment to 

inclusive practice. Please let us know if you require additional support or reasonable 

adjustments for the application, or interview. We really want the process to feel 

accessible. 

 


