Operations Manager (Maternity cover)
The Llanthony Secunda Priory Trust is looking for a full time Operations Manager as a
maternity cover for up to one year from mid-August 2022. The role will involve
managing our heritage site and growing and developing the business for the future.
About the Llanthony Secunda Priory Trust
In recent years, the Trust has been delivering its landmark Re-formation Project, funded by the
National Lottery Heritage Fund. Work started in 2017 to restore three listed buildings and bring them
back into use for the first time in decades. Together with a transformative landscaping project, and a
programme of arts and cultural activities – Llanthony Secunda Priory has played an integral part in
the regeneration of Gloucester’s Docks and is now an important asset for residents and visitors alike
since re-opening in the summer of 2018.
This is an important role to help Llanthony Secunda Priory on its journey to becoming an established
and sustainable heritage site with a range of commercial and charitable activities; it would suit a selfmotivated, practical individual with a desire to make a difference.
Particulars
This is a maternity cover contract for up to one year - funded initially by the National Lottery
Heritage Fund until 31 March 2023 and then by the Llanthony Secunda Priory Trust.
This is a full-time position, with a salary of £25,000 - £29,000 per annum.
The hours are 37.5 hours a week and due to the nature of the job some evening and weekend work
will be required.
The Operations Manager would be expected to work between 1 – 2 weekends per month, with time
off in lieu accordingly. The role is based at the Llanthony Secunda Priory Trust offices at Llanthony
Secunda Priory, Gloucester.
Recruitment timetable
Interviews are expected on Monday 1st August with a start date as early as is practicable for the
successful candidate.
Applicants should submit a covering letter explaining how their experience meets all aspects of the
job description, alongside an up-to-date CV to Liz Griffiths (liz.griffiths@llanthonysecunda.org) by 12
noon on Wednesday 27th July.
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Job description
Job Title:

Operations Manager (maternity cover for Heritage Manager)
Llanthony Secunda Priory, Gloucester
Timescale: August 2022 for up to one year
Hours:
Full time 37.5 hours per week
Due to the nature of the job, some evening and weekend work will be required
Salary:
Range £25,000- £29,000 pa
Workplace: Llanthony Secunda Priory, Priory Junction, Gloucester GL2 5JA
An Operations Manager with an interest in historic buildings is required to support the Trustees of
Llanthony Secunda Priory in the management, operation and marketing of Llanthony Secunda Priory
(LSP); a collection of listed and designated buildings situated adjacent to Gloucester Quays.
The role involves management of the site and the staff; the development of commercial income and
grant income, and delivery of charitable activities. Specifically, it will involve contribution to and the
delivery of the Trust business plan, designed to support learning, participation and engagement; and
developing commercial income activities such as wedding hires, business rentals and ticketed events
to support the financial sustainability of this important historic site. It will also involve close working
with Gloucestershire College who are tenants of the Trust.

Roles and responsibilities
You will:














Manage the Priory site – buildings and grounds, acting as the main keyholder and liaising
with suppliers and contractors.
Work with the Trustees to deliver the business strategy for 2023.
Work with the Trustees to deliver a range of heritage and arts events, and the final actions
from the NLHF funding
Recruit and manage consultants and freelance artists as required to deliver the public
programmes and activities
Seek ways to increase the financial viability of the operations, including identifying grant
opportunities.
Lead on the recruitment, training and management of volunteers
Manage the day-to-day budgets and finances, reporting back to the Trust on a regular basis
Maintain links with city wide groups and organisations to foster collaboration and working
partnerships (e.g. Docks, City Council, Civic Trust, City Voices, Heritage Forum)
Maintain an active market presence through media, social media, Trust website, public
engagement and articles promoting the site
Supervise the Marketing and Functions Administrator and Volunteer Manager staff (currently
2 part time staff)
Work at all times in accordance with the aims of LSP, and appropriate policies, particularly
those for equality, diversity, safeguarding and health and safety.
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Person specification
Essential

Desirable

Qualifications
Education to degree level or equivalent
experience in the third/heritage sector
Experience and knowledge
Experience of developing business growth

Experience in various types of fundraising

Experience of delivering one or more of the
following: arts, heritage, private or commercial
events
Experience of marketing a heritage, arts or
similar site to a range of audiences
Experience of managing a small team and
working with or managing volunteers
Operational management of buildings
Experience evaluating projects, gathering and
processing feedback

Background in, or understanding of working with
historic buildings or in an arts venue
Skills/abilities/competencies/attributes
Strong independent organisational skills

Self-motivated with a commitment to on-going
professional development

Business acumen
Proven IT skills, experience using Office 365
software

Experience of working with CRM databases with
a thorough understanding of GDPR and Data
Protection regulations

Ability to deliver agreed outputs and targets to
deadlines and budget
Experience of working within a charity
Excellent interpersonal skills, relatable and
personable

Good listening skills

Excellent written and verbal communication
skills
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