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JOB DESCRIPTION

POST:                                                          Enterprise Centre Manager

REF:                                                             TBC	

DEPARTMENT:                                           Business Development Office (BDO) 	

GRADE:                                                       6

REPORTING TO                                         Director of Knowledge Exchange

SUPERVISORY RESPONSIBILITY:            Enterprise Centre Co-Ordinator

JOB PURPOSE:

The Enterprise Centre is a University‑led incubation and business support facility that provides high‑quality, professional workspace and wrap‑around support for early‑stage businesses, social enterprises, graduate start‑ups and community‑led ventures at Kings Manor. Co‑located with the York St John Business and Law Clinics and formally linked to The Dock at the London Campus, the Centre forms a core part of a wider, dual‑city enterprise ecosystem that supports inclusive economic growth, student employability and the University’s Knowledge Exchange and civic agendas.

The Enterprise Centre Manager is responsible for the day‑to‑day, on‑site operational leadership of the Centre. Working from the Enterprise Centre at Kings Manor, the postholder provides visible management of the space, ensures an excellent experience for tenants and users, and oversees all operational, tenant, event and facility activity. 

Supported by a Co‑ordinator/Intern and working closely with colleagues across Knowledge Exchange, the Business School, Professional Services and external partners, the role ensures the Centre operates as a high‑performing, financially sustainable and professionally managed environment, while contributing to the Centre’s long‑term development, impact and integration within the University’s wider enterprise offer.

DUTIES AND RESPONSIBILITIES:

1. Tenant and User Support
· Act as the primary on‑site point of contact for Enterprise Centre tenants and users, providing day‑to‑day operational support and resolving issues related to facilities, access, IT and shared spaces.
· Maintain a visible, responsive presence within the Centre, ensuring a high‑quality tenant experience and prompt resolution of operational matters.
· Provide structured signposting to University services, academic expertise, student consultancy and external business support, while proactively gathering feedback to enhance services and user experience.
2. Operational and Facilities Management
· Lead the day‑to‑day operational management of the Enterprise Centre, ensuring efficient, compliant and professional delivery of all services.
· Manage tenancy and licence agreements, billing, occupancy data and tenant records, working closely with Finance, Legal and Estates teams.
· Oversee health and safety, security and access arrangements, and produce regular operational, performance and budget reports aligned to agreed KPIs.
3. Marketing and Promotion of the Enterprise Centre
· Lead the promotion of the Enterprise Centre as a high‑quality incubation environment, aligned with University values and strategic priorities.
· Work with the Graduate Intern/Co‑ordinator to deliver engaging communications, digital content and social media that showcase tenant activity, events and impact.
· Act as an ambassador for the Centre at University, city and regional events, supporting partnerships that raise profile and attract high‑quality tenants.
4. Event Programming and Delivery
· Develop and deliver a year‑round programme of on‑site events that support enterprise development, networking and community building.
· Manage all aspects of event delivery, including planning, logistics, promotion and on‑the‑day coordination.
· Evaluate attendance and impact, using data and feedback to inform future programming.
5. Supervision and Team Management
· Provide day‑to‑day supervision and support to the Enterprise Centre Co‑ordinator / Graduate Intern.
· Allocate tasks, monitor workloads and provide guidance, feedback and development support.
· Ensure the team effectively supports tenant inductions, events, marketing activity and daily operations.
6. Resource and Space Management
· Ensure the Enterprise Centre is maintained as a professional, welcoming and fully functional workspace.
· Monitor space usage, occupancy and shared facilities to maximise efficiency and tenant satisfaction.
· Liaise with Estates and service teams to resolve maintenance issues promptly and maintain accurate resource records for planning and reporting.
7. Directorate Support 
· Support the ongoing development of the Enterprise Centre within the University‑led enterprise ecosystem, including links to external partners and The Dock (London).
· Identify opportunities to enhance services, partnerships, income generation and impact.
· Work with colleagues in the Knowledge Exchange Directorate to raise awareness of business services to external clients
· Contribute data, case studies and evidence for HE‑BCI, KEF reporting and internal monitoring, and provide additional administrative or marketing support to the Knowledge Exchange Team as required.
Key Deliverables
· Smooth day-to-day running of the Enterprise Centre.
· High tenant and user satisfaction, measured through regular feedback.
· Effective delivery of marketing and promotional campaigns.
· Successful delivery of a programme of events that add tangible value to tenants.
· Accurate operational and budget reporting.
· Contribution to the University’s HE-BCI return through measurable start-up support.
Plus
· Any other duties as may reasonably be required.
· Ensure that the highest standards of professional performance are maintained.
· Demonstrate a personal commitment to equality, diversity and inclusion and ensure equal opportunities are integral to the work of the department. 
· Ensure compliance with relevant legislation and statutory codes of practice, as advised.
· Participate in the arrangements for performance review.
· Ensure that professional skills are regularly updated through participation in training and development activities.
· Ensure all University policies are implemented within the remit of this post.

HEALTH & SAFETY

Under the Health & Safety at Work Act 1974, whilst at work, members of staff must take reasonable care for their own health and safety and that of any other person who may be affected by their acts or omissions. 

EQUALITY, DIVERSITY AND INCLUSION

The University is committed to providing an inclusive working and learning environment that is fair, respectful and accessible to all.  In carrying out the duties of this role, the postholder is expected to:

· contribute to a working environment in which individuals are treated with dignity and respect;
· carry out responsibilities in accordance with the University’s obligations under the Equality Act 2010, including the Public Sector Equality Duty;
· support equality of opportunity through professional and lawful conduct relevant to the requirements of the role;
· uphold the University’s commitment to freedom of speech and academic freedom within the law.

HIGHER EDUCATION (FREEDOM OF SPEECH) ACT 2023

The University is committed to securing freedom of speech and academic freedom within the law as outlined in the Freedom of speech code of practice. We actively promote the open exchange of ideas, especially on contentious matters, recognising that free speech is strengthened, not weakened, by vigorous discussion of opposing perspectives in a civil, respectful, and peaceful manner. All members of the university community should feel empowered to consider and discuss contentious issues, assured that they will be treated with dignity and respect


PERSON SPECIFICATION		

POST TITLE:				Enterprise Centre Manager	(Operations)
SCHOOL / DEPARTMENT:		The Enterprise Centre

The Person Specification focuses on the knowledge, skills, experience and qualifications required to undertake the role effectively. 
Education & Training 

	[bookmark: _Hlk81319737]The postholder should be able to demonstrate:
	Requirement is:
	Assessed by:

	GCSE (English and Maths at grade C or above) or equivalent
	Essential
	Application


Knowledge & Experience 

	The postholder should be able to demonstrate:
	Requirement is:
	Assessed by:

	[bookmark: _Hlk206166683][bookmark: _Hlk81321202]Experience of managing or operating a physical workspace, facility, hub, centre or customer‑facing environment with multiple users or stakeholders.
	Essential 
	Application / Interview

	[bookmark: _Hlk206166740]Experience of working with and supporting a diverse range of stakeholders, including small businesses, start-ups and community organisations

	Essential 
	Application / Interview

	Experience of supporting marketing, promotion or customer engagement activity within an operational or service‑based setting
	Desirable
	Application / Interview

	Experience in the scheduling, organisation and running events
	Essential 
	Application / Interview

	Experience of working in a small team
	Desirable
	Application / Interview

	Experience of working in an enterprise, incubation, innovation, education or business support environment.

	Desirable
	Application / Interview

	Familiarity with data capture and reporting for performance, funding or impact measures.
	Desirable 
	Application / Interview

	Familiar with Microsoft Office and other productivity tools, e.g. Adobe
	Essential
	Application / Interview


Skills & Attributes

	The postholder should be able to demonstrate:
	Requirement is:
	Assessed by:

	Ability to contribute to a working environment that enables participation from individuals with a range of perspectives and backgrounds
	Essential
	Application / Interview

	Comfortable working as a visible, on‑site manager, building relationships through regular face‑to‑face engagement.
	Essential	
	Application / Interview

	Ability to manage a busy, people‑focused environment, prioritising multiple demands while maintaining a calm, professional presence.
	Essential 
	Application / Interview

	Enterprising mind-set with a passion and openness to supporting new business ideas and concepts

	Essential 
	Application / Interview

	Effective organisational, administrative skills and problem‑solving skills, with the confidence to make operational decisions and escalate issues appropriately.

	Essential 
	Application / Interview

	Effective oral and written communication skills, and ability to work with a variety of audiences using appropriate presentation skills
	Essential 
	Application / Interview

	Ability to participate in the development of external/internal networks
	Essential
	Application / Interview

	Ability to work effectively under pressure and tight deadlines
	Essential 
	Application / Interview

	Ability to demonstrate sound and informed decision making skills
	Essential 
	Application / Interview

	Ability to work with minimal supervision
	Essential 
	Application / Interview

	Willingness to engage in CPD to maintain and enhance knowledge, particularly around enterprise, business support, and community engagement.
	Essential 
	Application / Interview


The Leading in York St John Framework

Our Leading YSJ Framework outlines a set of expectations for everyone at York St John to create greater consistency and focus on how we can work together to achieve our Strategy. It also highlights the expectations of our leaders and managers in enabling high performance and creating a positive working environment and culture where everyone feels valued and can make a positive difference.

	Performance and Accountability
	We hold our people, and ourselves, accountable for delivering the University Strategy

	Leading the Organisation
	We help the organisation, and our teams, to navigate change, complexity and uncertainty

	Integrity, Trust
and Inclusion
	We demonstrate YSJ values and leadership behaviours in our professional approach

	Communication
and Collaboration
	We collaborate across our leadership community, supporting each other in achieving our University Strategy

	Support and
Wellbeing
	We show genuine care for our people and foster a positive culture of wellbeing


Special Features

Will include working outside normal office hours, evenings and weekends, travel to regional meetings, and attending networking and events as required.
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