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Welcome
PHG Foundation is a unique policy think tank and a
linked exempt charity of the University of Cambridge.
Our mission has always been making science work for
health, with a focus on policy to support the application
of genomics and other emerging biomedical science
and technologies for more effective and personalised
healthcare.

researchers and experts; and regulators and policymakers in order to develop independent, balanced and
considered perspectives and practical recommendations.

Our multi-disciplinary staff includes specialist
science, humanities and communications teams with
significant expertise spanning science, medicine, public
health, regulation, law, ethics, policy, engagement,
and communication. Together, we work with health
professionals; academic, commercial and third sector

We are currently recruiting for a Business and
Operations Manager who will oversee our financial
and human resources, and provide other business and
operations leadership. This is an important role that sits
on our Executive and Senior Management Teams, works
across the organisation and has one direct report.

Sequencing for
antimicrobial
resistance
surveillance
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Parallel to our strategic work programme, we provide
expertise to international collaborations and clients,
working for and with a wide range of organisations.

Working
with us
Originally founded as the Public Health Genetics
Unit in 1997, we became the PHG Foundation as an
independent charity in 2007, joining the University
of Cambridge in 2018 as a linked exempt charity.
Our talented staff team is governed by our Board of
Trustees and supported by our expert Associates,
Fellows and Senior Fellows. We produce reports,
policy briefings, papers and a range of other materials
for varied audiences and purposes, many of which
are available via our website and social media
channels, as well as holding digital and in-person
meetings and events. We are funded by philanthropic
donations, along with income from academic grants
and collaborations, commercial and public sector
commissions and consultancy, and an investment
portfolio; we do not receive funding from the
University of Cambridge.
Our offices are near the Cambridge Biomedical
Campus, one of the largest biomedical centres for

Employee benefits
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A contributory pension scheme (with generous
employer contributions)



A stimulating, multidisciplinary working
environment



Pleasant surroundings, flexible working and
family friendly leave schemes



Facilities for CPD



Group Life Assurance



Cycle to work scheme



Employee Assistance Programme



Opportunity to work from home for part of the
week

research and patient care in Europe, and home to
the Cambridge University Hospitals NHS Trust, the
University of Cambridge School of Clinical Medicine,
the Medical Research Council, the Laboratory
of Molecular Biology, the global headquaters of
AstraZeneca, the Cancer Research UK Cambridge
Institute, and many more prestigious institutions.
The city of Cambridge itself is a vibrant hub with a
variety of museums and galleries, boutiques, shopping
centres, and an extensive range of restaurants, all
contributing to a great quality of life. Of course, the
city is best known for the 31 colleges and 150+
academic departments that form the University of
Cambridge. The city has excellent transport links
including to London and international airports, and
there are multiple towns and villages in the wider
Cambridgeshire area with good commuter access to
the city.

Applicant information

Job description
Job purpose

Corporate and business performance

The Business and Operations Manager manages and
operates corporate services for the PHG Foundation
including finance, facilities, governance and HR
functions; and serves as Company Secretary.



Ensuring the management of the annual appraisal
process is effective with development needs being
identified and met as appropriate.



Reporting on performance to trustees, regulators
and funders when required

The post holder will inform decision making at a senior
level and take an active part in the executive and senior
management teams, sharing responsibility for overall
corporate business performance.

Roles and responsibilities
General management



Ensuring the PHG Foundation complies with
appropriate regulatory standards and conducts its
business within a sound governance framework



Advising the Board and senior staff on their
statutory responsibilities and developments in
governance issues



Providing efficient and effective management of
corporate business services





Managing the Administration Manager and other
staff or trainees that may be assigned

Providing the secretariat for Board meetings and
the Annual General Meeting





Ensuring effective provision of outsourced payroll

Representing the PHG Foundation in dealings with
regulatory organisations



Developing and maintaining good business
relationships with operational / administrative
departments within the University of Cambridge



Ensuring the preparation and prompt filing of
annual reports and statutory returns



Ensuring that corporate administrative structures
and systems are effective



Representing the Director and / or the PHG
Foundation at appropriate committees, working
groups and meetings

Strategy and planning


Taking part in strategic and operational planning
and the implementation of agreed developments



Maintaining an awareness of the PHG Foundation’s
external operating environment and taking
appropriate action on business issues that may
affect achievement of its mission and objectives
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Governance / Company Secretary

Contributing to planning discussions regarding staff,
finances, space and resource allocation

Finance


Ensuring the proper conduct of financial
management within limits of delegated authority
and in accordance with regulatory requirements,
current standards of financial best practice and the
PHG Foundation’s governance framework



Managing the organisation’s finances, preparing
budgets, authorising expenditure and payment of
invoices



Payment of purchase invoices, expenses claims,
sales invoices (including credit control) and other
financial information.



Preparing accurate and timely financial reports



Overseeing the proper use of PHG Foundation
funds, purchasing, contracting and administration
of claims



Commissioning and coordinating the preparation
and filing of annual accounts and financial
statements, including the writing of the trustees’
annual report.





Managing the preparation and conduct of contracts
and service level agreements and ensure the
effective invoicing and collection of income for
services provided

Facilities





Assisting with the preparation, submission and
follow up of grant applications, particularly
accuracy of financial aspects

Ensuring the PHG Foundation has appropriate
physical resources (space, IT, communications) for
the effective and efficient conduct of its business,
including undertaking a review of IT resources
required



Planning and managing administration /
infrastructure development projects



Ensuring adequate disaster recovery / business
interruption plans are in place



Overseeing the development, implementation and
performance of health, safety and security policies



Managing the relationship with the PHG
Foundation’s landlord (University of Cambridge)
and other service providers e.g. Clinical School
Computing Service



Assisting in the preparation and submission of
tenders for commercial consultancy work including
provision of information on costings and fees



Providing accurate and timely information on
financial performance relating to grants and feepaying commissions



Managing the relationship with administrative staff
of grant makers and other funders

Risk management



Making claims for grant funding and reporting to
funders as required by grant agreements.



Leading the business continuity / emergency
planning for organisation in conjunction with the
landlord’s facilities team



Ensuring business risks are being managed
effectively and that legal and regulatory
requirements are fulfilled



Overseeing risk assessments, maintaining the risk
register and reporting to trustees at appropriate
intervals so that they are able to meet their
statutory duties with regard to risk management



Ensuring systems are in place to safeguard the PHG
Foundation’s intellectual property, confidential data
and information



Managing the insurance regime in conjunction with
the University of Cambridge insurance department
and / or brokers as required

Human Resources
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Managing the relationship with the external
auditors and the annual audit process.

Grants and tenders

Management and operation of payroll and pensions
with outsourced payroll service, ensuring payments
are accurate and on time to staff, pension providers
and HMRC.

Taking the lead on HR matters and overseeing
HR administration, ensuring compliance with
contractual and legal requirements and current best
practice
Managing recruitment processes and supporting
senior colleagues in the appointment and
management of staff to meet legal requirements
and standards of best practice



Advising line managers on all aspects of HR



Managing the PHG Foundation’s pension schemes
including automatic enrolment processes.



Commissioning and managing the relationship with
specialist HR advisers

Person
specification
We are looking for a person who meets the criteria set out below.

Education / qualifications

Knowledge and skills

Essential

Essential


Excellent people management and team working
skills



Problem anticipation and solving



Numerate, with financial acumen, ability to analyse
financial reports and write effective financial reports
for management purposes



Ability to assess performance and identify areas for
improvement

Experience



Essential

Ability to work effectively with trustees and
professional staff



Excellent oral and written communications skills



Ability to plan, prioritise and manage deadlines



A relevant degree or equivalent business
qualification and evidence of relevant continuing
professional development

Desirable


A postgraduate qualification in management,
finance, HR or charity management or relevant
accredited senior management training



A good track record of working in general
management across several domains; e.g. finance,
facilities, business administration



Significant financial experience, including budget
preparation and management



Desirable


Understanding of the NHS and/or academia

Managing and decision making on complex
HR issues such as pay and benefits, handling
grievances, dispute resolution and disciplinary
matters



A good working knowledge of charity and corporate
governance / regulatory requirements



Writing and implementing business plans



Providing secretariat for Boards, committees,
working groups

Essential

Personal qualities


High standards of business ethics and professional
probity



Preparing grant applications, tenders and bids for
commissioned work

Can exercise good judgement and make decisions
based on evidence



Operational and staff management in NHS,
academia or charity sector

Ability to enthuse, motivate and engage staff and
colleagues



Self-motivation and ability to take the initiative



Project management experience





Strategic planning and development

Strategic thinker with the ability to take the
corporate view



Ability to respond effectively to unforeseen events



Ability to work at all levels in the organisation from
strategic to operational

Desirable



Desirable
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Flexibility around working patterns

General
information
Pay
The starting salary for this role will be within the range of
£51,090 - £62,510 pa, depending on skills and experience.
The role is available on a full or part time basis (minimum
30 hours per week).

How to apply
The deadline for applications is 9.00 am on 18 July 2022.
Interviews will be held on Thursday 28 July 2022. Let us
know if you will not be available on that date; we can
sometimes make alternative arrangements, but cannot
guarantee it.
Please supply a copy of your current CV together with
a supporting statement showing how your skills and
experience meet the requirements of the role and include
details of your current salary.
Email your CV, statement, completed Pre-Employment
Checks form and Equal Opportunities Monitoring form to:
recruitment@phgfoundation.org
For an informal discussion about this opportunity please
contact caroline.taylor@phgfoundation.org

References
Please provide the names and contact details of two
people (not relatives) who are able to provide a reference.
One referee should be from your current or most recent
employment. Your referees must be able to provide direct
knowledge of your work performance and attendance
record.

Pre-employment checks
If you are offered a position it will be conditional upon you
providing proof of your entitlement to work in the UK. To
enable us to check this we ask all applicants to complete
and return the pre-employment checks form, which can
be found on our vacancy webpage. Prior to starting work
for us you will need to show an original document or a
combination of original documents which we will copy and
return to you (the Pre-Employment Checks Form has details
of acceptable documents).

Equality and diversity
The PHG Foundation is committed to equality of
opportunity. We seek to ensure that no job applicant or
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employee receives less favourable treatment because of
their race, colour, nationality, ethnic or national origin, or
on the grounds of their gender, marital status, disability,
age, sexual orientation or religion; or is disadvantaged by
conditions or requirements which are not justified by the
job to be done.
This policy concerns all aspects of employment for
existing staff and potential employees. We can only
monitor our progress in this respect if you complete the
equal opportunities monitoring form and return it with
your application. This form can be found on our vacancy
webpage.
This form is removed from your application when it arrives
and kept strictly confidential. It will not be seen by anyone
involved in the shortlisting or interview process.

What happens next?
We appreciate your interest in working with us at the PHG
Foundation. If you choose to apply, we will acknowledge
receipt of your application via the email address you
provide.
If you are shortlisted for an interview, we will contact you
as soon as possible after the closing date to arrange this.
We will hold a second round of interviews for this role.
Offers of employment to successful applicants are made
subject to satisfactory references, which are normally taken
up after interviews. All unsuccessful applicants will be
notified of the outcome of their application.

Your personal information
We store personal information for as long as necessary
to complete the application process. If you are successful,
your information will be kept as part of your staff record for
the duration of your employment. If you are unsuccessful,
your information will be normally kept for one year after
the completion of the application process (except if the
person appointed to the post is sponsored under the UK’s
points-based immigration system, when we are required to
retain the applications of all candidates shortlisted for final
interview for one year or until a Home Office compliance
officer has examined and approved them, whichever is the
longer period).
The Foundation has a detailed data protection policy that
keeps your information confidential in line with UK common
law, Data Protection laws and the GDPR. Details may be
obtained from caroline.taylor@phgfoundation.org.

