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Job Description & Person Specification 

 

JOB TITLE:                                   DIRECTOR OF OPERATIONS AND FINANCE 
 

RESPONSIBLE TO:   Principle 

  

RESPONSIBILITY FOR:               Operations and Finance 

  

JOB SPECIFICATION 

 

THE ART ACADEMY: BACKGROUND & MISSION 

 

The Art Academy is a small, independent art school and charity, located in the centre 

of London near London Bridge. It aims to contribute to the creation of great works of 

art by providing the highest standard of education that it can to students wishing to 

become professional artists, giving creative opportunities to the wider community and 

encouraging the debate around the practice and principles of Higher Education in 

Fine Art. 

 

Founded in 2000 by Tanya Russell ARBS, a professional sculptor with over twenty-

four years experience of creating public, private and corporate commissions, The Art 

Academy began life in response to a perceived gap in skills-based teaching in art 

education. The Academy has grown considerably since it opened. In 2016, two 

thousand five-hundred students passed through its doors. Unique in its approach to 

Higher Education in art, The Art Academy combines the energy and creativity of a 

contemporary Fine Art school with an atelier-style approach to art education; offering 

students tuition in traditional artistic skills whilst also challenging them to develop 

their creative practices and academic skills. Running a number of Higher Education 

programmes, its flagship three year Diploma in Fine Art is at the core of its 

curriculum, alongside which it offers specialist Diplomas in Contemporary Portrait 

Painting and Figurative Sculpture and a one year Foundation course for school 

leavers. 

 

By engaging often pre-eminent professional artists as tutors, The Art Academy 

ensures that students both receive the best possible skills tuition and gain a firsthand 

understanding of artists’ practices. Skills training courses cover a wide variety of 

different disciplines and courses in art history and critical theory develop students’ 

wider, contextual understanding of art. Meanwhile the Academy’s professional 

development programme supports students in their understanding of the art world 

and how to make their way in it. 



	

   

	

2	

	

Mermaid Court 

165A Borough High Street

London SE1 1HR

info@artacademy.org.uk

www.artacademy.org.uk

020 7407 6969

Patrons: 

Sir Simon Hughes, Sir Stuart Lipton, 

Dame Merle Park, 

Comt. Elizabeth Pillet-Will, 

David Shephard CBE, 

Prof. Arnold Wolfendale FRS, 

Tim and Wendy Parkes

The Academy endeavours to promulgate its approach in the wider art world. Its 

varied approach to art teaching also maximises the opportunities for the wider 

community to participate. Alongside its long courses, the Academy runs an extensive 

programme of adult education classes, comprising evening, weekend and holiday 

courses, open to the public, as well as a young artists programme. With the 

involvement of its students, it also works closely with partners in the community to 

increase the accessibility of art education, through activities like art workshops with 

local schools, a free community programme for disabled artists and participation in 

large public commissions. 

 

A NEW PHASE 

 

The Art Academy is going through one of the most exciting phases in its history. It is 

currently in the process of accreditation with The Open University to launch a BA 

(Hons) Degree in Fine Art and a Foundation Degree with pathways in Portraiture and 

Sculpture in 2018. The ambition for the BA is to create an exemplary curriculum, with 

a quality of teaching and student experience that will drive its reputation as an 

institution. It is a new chapter of growth for The Art Academy, one in which it will 

need to reach new audiences but also ensure it nurtures its existing audiences, 

keeping the intimate feel of a community of artists that has made it so popular. 

This will be important as The Academy continues to bolster its building facilities to 

match the ambition of its teaching provision. The development of its building at 

Mermaid Court over the next five years is likely to form part of this process, and with 

a view to this The Academy is at the early stage of a feasibility study with the Turner 

Prize winning architect collective Assemble for this work. This is a project that will 

need to be overseen with great vision and thought for creating a pioneering space for 

Arts Education. 

 

DIRECTOR OF OPERATIONS AND FINANCE:  JOB DESCRIPTION 

 

The Director of Operations and Finance will work with the Principal and Director of 

Programmes to set the strategy and direction of the organisation and implement the 

Academy’s culture, values and behaviour. She or he has specific responsibility for 

day to day operations, finance, premises, HR and compliance. 

The Director of Operations and Finance will: 

 

! Have overall responsibility for all matters relating to the operational 

management of the Academy.  

! Work with the Principal, Financial Controller and Trustees to develop the 

Academy’s financial plan and have overall responsibility for the management 

of the plan. 

! Work with the Director of Programmes to oversee the successful maintenance 

of institutional approval. 
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! Work with the Principal and Director of Programmes to ensure cross 

functional working and collaboration between the teams that make up the 

Academy’s structure. 

! Work with the Principal and Director of Programmes in developing and 

delivering a strategic vision for the Academy in consultation with senior staff 

and the Trustees, and ensuring that its aims, principles and charitable 

purpose is maintained in all its work and decisions.  

! Maintain a knowledge of sector developments and best practice as they relate 

to operational matters, communicating these to the Principal, Trustees, 

managers and staff as appropriate. 

 

Line Management 

 

! She or he will directly line manage the Operations Manager and the Financial 

Controller. 

 

Trustees 

 

! Act as secretariat to the Trustees, enabling them to operate successfully and 

fulfil their roles and responsibilities.  

! Inform the Board of Trustees about matters relating to the operational running 

of the Academy, seeking Trustee involvement or approval as appropriate. 

 

Financial Management 

 

! Work closely with the Principal, Financial Controller and the relevant budget 

holders to develop and manage the Academy’s financial plan and annual 

budgets.  

! Manage the day-to-day financial operations of the Academy. 

! Closely monitor the Academy’s budget and ensure that any short-term issues 

are addressed in a timely fashion. 

! Work with the Financial Controller on producing forecast data and ensure that 

any potential issues are raised with the relevant budget holders, senior staff 

and Trustees.  

! Maintain close relationships with the Academy’s financial partners, in 

particular banks and mortgage providers. 

 

Supervision of buildings and space planning 

 

! Oversee developer and landlord relations, and buildings and facilities 

management. 

! Work closely with the Operations Manager, Principal and Director of 

Programmes to ensure that space across all the Academy’s premises is 
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managed efficiently, balancing cost-effectiveness with quality of academic 

provision 

 

Human Resources 

 

! Work with the Operations Manager to oversee human resource management, 

maintaining best practice in all policies, procedures and practices, including 

effective performance review processes. 

 

Organisational effectiveness 

 

! Ensure that systems are in place for compliance with relevant statutory and 

other regulations. 

! Oversee operational systems, policies and processes. Including responsibility 

for the CRM other digital systems. 

! Analyse and evaluate data and use this with a view to improving, 

consolidating and expanding the Academy’s operations. 

! Drive initiatives that contribute to long-term operational excellence and 

establish and enforce organisation standards. 

 

Development and networking 

 

! Work with the Principal to identify networking opportunities and help maintain 

the Academy’s networks and partnerships. 

 

Fundraising 

 

! Work with the Principal to ensure that the Academy’s existing structures for 

fundraising are maintained and effectively employed. 

! Work with the Principal to identify any budget areas or projects where 

fundraising is an effective method of raising finance and work with the 

appropriate staff and Trustees to deliver this. 

! Work with the Principal and Trustees to develop a coherent fundraising 

strategy for the Academy and oversee the implementation of the plan 

 

Strategic and Risk Management 

 

! Work with the Principal and Director of Programmes in strategic development, 

taking responsibility for the production of the Academy’s business plan and 

ensuring the organisation delivers effectively against it. 

! Have responsibility for maintaining The Art Academy’s risk register. 

 

PERSON SPECIFICATION 
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Essential Skills and Experience 

 

! Proven experience of strategic operational management, ideally senior 

managerial experience for several years, probably in an arts or educational 

organisation. 

! Proven ability to demonstrate vision and leadership in a senior management 

role. 

! Proven ability to develop strategic and business plans, and to implement 

plans effectively and to budget. 

! A high level of financial literacy. 

! Experience of financial management. 

! Excellent communication skills. 

! Commercial development skills and entrepreneurial flair. 

! Experience of HR and staff management. 

! Experience of working with a Board of Trustees within the charity sector and a 

sound understanding of UK charity governance. 

 

Desirable Skills and Experience 

 

! An understanding of and passion for the arts and a demonstrable commitment 

to arts education.  

! Experience of working in arts education. 

! Experience of working in the arts. 

! Some understanding of fundraising processes and knowledge of funding 

opportunities in the arts/education/charity sectors.  

! Experience of managing capital projects. 

 

HOW TO APPLY 

 

Please send a copy of your CV and an accompanying letter with specific reference to 

the Job description and person specification to: 

jobs@artacademy.org.uk 

If you would like a confidential conversation to discuss the role or anything in 

particular then do call Rob Pepper on 07973 677052, rob@artacademy.org.uk 

Closing date for applications is 31st January 2017. 

 

 


