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[bookmark: _Hlk69990609]Senior Operations & Administration Vacancy

Job Title: 			Senior Operations & Administration Executive/Manager

Reporting To:			CTO

Start: 				As soon as possible but ideally before the end of May 2021

Location:			Aldershot

Hours:				38.75 hours per week 

Salary:				£35-40k range - commensurate with experience
				

The Company & Role

Boomerang Media (www.boomerangmedia.co.uk) is a well-established UK boutique consumer-targeted out-of-home (OOH) digital media business. 

Boomerang owns, manages & operates over 2,000 digital screens in 5 distinct audience networks - Health & Fitness, Cinema, Retail, Playcentres & Education - working with leading consumer brands such as David Lloyd Leisure, Nuffield Health, Pure Gym & VUE Entertainment amongst many others. 

We provide content creation & screen network management for the host businesses and advertising opportunities on the screens for 3rd party advertisers - both international, national & local clients.

At core, Boomerang is a well-developed media sales operation relying on state-of-the-art IT systems and a strong operational and delivery administrator team.

The business is looking for a new senior operations and administration executive/manager. The role will be pivotal in the business to ensure the efficient management of our nationwide inventory, account management of our blue-chip business partners, overseeing the efficient delivery of 3rd party advertising campaigns, managing a small operations team and becoming custodian of our inventory management database and system. 

The business head office is located in a Grade 2 listed Manor House in parkland in Aldershot, Hampshire.  The role - in the future - will be largely based in the office but with some WFH flexibility.

The successful candidate must be able to multi-task effectively, be a self-starter, deliver to deadlines & have the confidence/gravitas to interact with senior stakeholders.

It is expected that candidates will have 5+ years of relevant experience in fast paced operations and business delivery environment.   




Desired Personal Attributes & Skills:

· Strong client service ethic (both internal and external clients).
· Strong organisational & prioritisation skills.
· The ability to juggle multiple tasks and conflicting priorities.
· High level of attention to detail.
· Strong IT, systems & database skills and experience.
· Strong client interpersonal and relationship building skills.
· People management experience and skills.
· Ideally an interest in media, marketing & communications.
· High energy levels - upbeat & engaging, with a positive outlook.

Responsibilities

· Database Management
This mainly involves being the main custodian for our inventory management system – it’s called Fusion/Digital Director. 
· Venue/network Client Account Management 
The overall objective is to continuously maintain and build where necessary strong working relationships with venues and their management to ensure they accept our operational activities inside their sites and so that during contract renegotiations and business pitches they remain positive and firmly committed to Boomerang. 
Within this objective are the following requirements:
Understand main tenets of all venue contracts particularly the various restrictions and prohibitions.
Briefing in campaigns to clients in the right way to achieve acceptance where possible. This requires a degree of salesmanship, commerciality and resilience.
Reducing the need for unnecessary venue management time & hassle.
Managing reasonable demands by clients for their own promotional campaigns and artwork.
Ensure periodic visits and audits of venues – both M2 AND head office staff.
Resolving operational issues and problems with client venues/chains.
Hold periodic reviews/meetings with venue management & staff (see venue management responsibilities table).
Technical Equipment Management – digital screens, media players, etc. Maintain a database/inventory of equipment, be aware of equipment issues and manage a system of equipment repair and replacement in a timely fashion.
Network/Venue Business Development 
Recruiting venues either to meet NBD objectives or to maintain network strength levels – and then planning and managing venue screen installations where necessary.
Report on all venue matters monthly – or where urgency requires as and when - to senior management.

Communication 
The Operations team sits functionally in the middle of the media business between sales, marketing accounts and IT and therefore it is incumbent on the ops dept. to ensure information flows correctly and efficiently throughout the organisation.  
 
Team Management
The ops team is 3-4 internal staff, 3 external staff and occasional external 3rd party contractors.
Staff are tasked with:
· Network management (this role)
· Campaigns management
· Content management 
· Equipment maintenance, distribution, merchandising and reporting.
It is incumbent on the senior operations executive to organise and manage his/her team to a high level; ensuring the efficient running of the department – to meet all the above objectives.
Manage, mentor, train & motivate all individuals in the Ops team. This will be done by detailed job specs, clear objective setting, frequent team meetings, one-on-one’s, and performance management and reviews.
It is necessary to ensure that the department has holiday and sickness cover contingency plans as well as business disruption systems and procedures in place.

Budget Management
The Ops Manager is required to set budgets annually in advance and review quarterly to assist in the management accounting process of the business. 

Reporting
The Ops Manager is required to provide monthly update reports, more detailed quarterly management reports and provide annually in advance an Ops plans (including campaign schedule) and budget in line with the wider business plans.

IT Systems
We operate – in addition to Fusion/DD - mainly cloud based MS & Adobe packages, including MS Dynamics for CRM, an associated email system called Click-Dimensions & Creative Suite.

Additional Benefits:
Time for You - we offer 22 days annual leave, increasing each year up to 25 days
Future Saving - we will match your pension contribution to help you save for the future
Support - we offer training through a 2-week induction programme & ongoing mentoring
Development - we invest in staff through courses & qualifications to help them progress
Free Parking - we have an on-site car park, which is free to use for all staff
Healthy Lifestyle - we invest in your well-being with subsidised gym membership

For further information on the role, please contact:
Garfield Smith – CEO Boomerang Media Group
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