
Enterprise Operations Coordinator
Purpose of the Role
The Enterprise Operations Coordinator provides administrative, operational, and data management support across Enterprise activities. The role supports the delivery of student, founder, and SME enterprise initiatives through the effective coordination of events, projects, reporting, and stakeholder engagement, ensuring accurate data is maintained for internal and external reporting, including HE-BCI and end-of-year returns.
Key Responsibilities
Enterprise Operations and Events
· Provide administrative and coordination support for Enterprise Team activities and events.
· Promote events through Eventbrite, Moodle, LinkedIn, and internal communication channels.
· Coordinate content for student and founder newsletters.
· Support the delivery of the annual Enterprise Challenge and other enterprise programmes.
· Liaise with internal and external stakeholders to support project set-up and delivery.

Data, Reporting and Systems
· Coordinate data collection, validation, and cleansing for reporting purposes.
· Produce termly qualitative and quantitative impact reports, including reporting for Board of Studies, Elements, HE-BCI, and end-of-year requirements.
· Maintain databases, shared files, and reporting systems.
· Capture attendance and engagement data at events and workshops after each event.
Event Coordination
· Coordinate event logistics, including room bookings and venue set-up.
· Arrange catering and coordinate supplier and presenter payments.
· Manage event registrations, attendance tracking, and post-event reporting.
· Issue event communications to attendees as required.
· Support events held at external venues in line with University policies and procedures.
· Maintain accurate records of event activity, attendance, and expenditure.

Communications and Content
· Coordinate content for student guides, promotional materials, Moodle updates, and digital communications.
· Maintain accurate and up-to-date Enterprise Moodle pages.

Financial and Administrative Support
· Process purchase orders and payments in line with University regulations, external speakers, facilitators, and event-related expenses.
· Maintain accurate records of project and event expenditure.
LCF Founders
· Maintain and update the LCF Founders database.
· Provide monthly founder updates.
· Undertake annual database reviews and data cleansing.





Key Working Relationships
· FBS Developments Manager
· Head of Enterprise Consultants
· Project Director, Fashion District
· Enterprise Consultant Team
· School Administrative Teams
· Events and Comms Team
· LCF Finance Team
· AV and Media Team
· Facilities Team
· Front of House

General Responsibilities
· Work in accordance with University policies, procedures, and financial regulations.
· Promote equality, diversity, inclusion, dignity, and respect in all activities.
· Comply with health and safety, data protection, and information governance requirements.
· Support the University's sustainability, climate action, and social purpose objectives.
· Undertake continuous personal and professional development.
· Make effective use of information and communication technologies to support organisational effectiveness.
· Conduct all financial activities in accordance with University financial regulations.
· Undertake other duties appropriate to the grade and nature of the role.

General Duties
In addition to the responsibilities outlined above, the post holder will:
· Perform duties and tasks consistent with the scope and grade of the role as reasonably required across the University.
· Undertake health and safety responsibilities appropriate to the role.
· Work in accordance with the University's Staff Charter, Dignity at Work Policy, and anti-racism commitments.
· Engage in continuous professional development and participate in the University's Planning and Review Conversations (PRC) process.
· Utilise information and communication technologies effectively and in accordance with University policies.
· Support the delivery of the University's Climate Action Plan and Social Purpose Strategy.

Person specification
This section provides a list of up to 10 essential criteria (and up to 2 desirable criteria if specified) that you will need to demonstrate you meet as part of the recruitment process.
Experience, knowledge and qualifications
· Educated to UG Degree standard or relevant experience. 
· Understanding of key client relationship building techniques  
· Well versed in the use of Excel and Microsoft suite. Strong analytical, organisational and process mapping skills (Essential)
· Knowledge of design software such as InDesign and Adobe or similar (desirable). 
Communication skills
· Significant administrative experience 
· Experience of working in a supporting role 
· Communicates effectively in writing, orally and/ using visual media. 
Planning and managing resources
· Plans, prioritises, and organises work to achieve objectives on time.
Teamwork
· Works collaboratively in a team and where appropriate across or with different professional groups. Is agile and proactive. 
Student experience or customer service
· Provides positive and responsive student or customer service. 
Creativity, innovation and problem-solving
· Uses initiative or creativity to resolve problems. 
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