
Head of Operations and Infrastructure

Role description 

This is a high-impact role at the Academy of Medical Sciences and its trading subsidiary, AMS Trading Limited (AMSTL). You will own the estate, events operation and the digital/data foundations that enable colleagues, Fellows and partners to deliver excellent work.
Based at 41 Portland Place, you will balance stewardship of a historic listed building with running a high-performing conferencing and events venue and building a resilient, modern operating platform (systems, suppliers, controls and continuous improvement). You will be a trusted adviser to the Executive team, combining strategic judgement with day-to-day operational grip.
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Job level
Grade 2: Head
Reports to
Chief Operating Officer
Salary
£ 84,080
Direct reports
2 Senior Managers & 1 Manager
Department
Operations 
Role duration
Permanent 


Location
41 Portland Place, London, W1B 1QH



About the role

Leadership
· Set and deliver the operations and infrastructure strategy (operating model, service standards, supplier strategy and investment roadmap) aligned to Academy and AMSTL priorities.
· Lead and develop the operations and infrastructure function across building operations, events, IT infrastructure and core business systems, building a high-performing, customer-focused culture with clear priorities and performance expectations.
· Provide strong leadership on continuous improvement across sustainability, cost efficiency, procurement and supplier management, supported by clear operational playbooks and disciplined delivery.
· Act as a senior operational adviser to the Executive and leadership team, providing insight and recommendations on risk, investment, resilience and capacity.

AMSTL management and development
· Lead the growth and professionalisation of AMSTL’s commercial operations, maximising income from existing conferencing, events, external lets, tenants and partner activity, as well as considering new commercial endeavours, while protecting the Academy’s reputation and values.
· Improve the end‑to‑end customer journey across AMSTL services, building operational capability and systems to support increased throughput and quality at scale.
· Provide operational governance and support to AMSTL, including secretariat responsibilities and day-to-day oversight of key delivery relationships (including caterers and tenants), ensuring effective coordination with Academy leadership.

Estate stewardship 
· Operate 41 Portland Place as a high-performing venue, maintaining a safe, functional and welcoming environment, with strong oversight of service quality and supplier performance and customer experience.  
· Lead the day‑to‑day operation of the listed building, including planned and preventative maintenance, ensuring conservation compliance, statutory safety and operational reliability.
· Set priorities for capital and maintenance works to minimise downtime and ensure critical systems (heating and cooling, AV, lifts, security, fire safety and utilities) remain reliable and fit for purpose.
· Balance preservation of the building with usability, ensuring spaces support staff needs, high‑quality events, conferencing and external partnerships.

Digital, data and technology infrastructure
· Set direction for technology, infrastructure and business systems to ensure secure, reliable and user-centred tools that enable efficient delivery in-office and remotely. 
· Drive resilience, innovation and responsible AI adoption to improve productivity, strengthen decision-making and support business continuity, while ensuring ethical, safe and compliant use. 
· Modernise data, reporting and systems integration to improve interoperability between CRM, finance, HR, events and programme/policy systems, reducing duplication, manual effort and operational risk.

Events 
· Accountable for the delivery of Academy events, setting and embedding a clear end-to-end operating model (scope, standards, resourcing, supplier management, delivery and evaluation) to ensure consistent, high-quality events at 41 Portland Place and externally. 
· Ensure consistent event standards and operational playbooks are embedded across teams (planning timelines, templates, supplier briefs, speaker management, on-the-day delivery and debrief), reducing duplication and delivery risk. 
· Own events governance, risk and compliance, ensuring proportionate controls across health & safety, safeguarding, accessibility, security and GDPR, with clear approvals, documentation and escalation for higher-risk/high-profile activity.

Financial stewardship, compliance and risk
· Provide financial stewardship across the building, IT and AMSTL, owning budgets and investment cases and ensuring value for money that supports growth. 
· Ensure proportionate risk management, insurance and statutory compliance across the estate, events, technology and data environment, including health & safety, GDPR, cybersecurity and listed-building obligations. 
· Lead and coordinate operational incident response across the estate, events and technology in line with the Academy Incident Response Plan and business continuity arrangements. 
· Establish and report operational performance through clear KPIs and dashboards (service quality, utilisation and income, digital performance, estate condition, risk and compliance), feeding into executive and board level governance. 
About you

· Significant senior operations leadership experience, with responsibility for building/venue operations and/or events delivery and/or technology/business systems in a complex organisation.
· Commercial and customer mindset, with experience improving utilisation, income and/or service proposition (e.g., conferencing/events, space/venue utilisation, membership services or other revenue-generating operations).
· Strong supplier, contract and procurement management experience, delivering service quality, value for money and continuous improvement.
· Track record of proportionate risk management and compliance across areas such as health & safety, security, business continuity, data protection and cyber/technology risk.
· Excellent stakeholder management and communication skills, with a collaborative, customer-focused approach and commitment to high standards.
Desirable
· Experience operating or maintaining a listed building or heritage estate, including conservation constraints and stakeholder relationships.
· Experience modernising core systems and data/reporting (e.g., CRM, finance, HR, events), including integration and workflow redesign.
· Experience developing a commercial conferencing and events proposition, including pricing, utilisation, customer journey and service design.

Benefits

We provide our staff with a comprehensive benefits package outlined as follows: 
Competitive Rewards 
· Generous pension scheme with flexible contributions – we contribute between 8% - 13% of your gross salary (with employee contributions of 3% - 8%) 
· Life assurance at three times your salary 
Work-life Balance 
· Hybrid and agile working to suit your needs
· 26 days annual leave, plus Christmas closure days and bank holidays 
· Family-friendly policies including enhanced maternity and paternity leave (subject to a qualifying period) and coaching support for parents returning to work

Wellbeing and Development 
· Complimentary subscriptions to Headspace and Classpass to support your physical and mental wellbeing 
· Support through tailored learning and development 
Additional Benefits
· A range of enhanced benefits become available once you’ve completed your probation period
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