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	NORTH CRAVEN BUILDING PRESERVATION TRUST LTD
JOB DESCRIPTION

	
	

	Job Title: 	 
	Enterprise Manager (Commercial and Operations)

	Organisation:  
	North Craven Building Preservation Trust Ltd, Settle, North Yorkshire (Registered Charity 505438)

	Contract type:
	[bookmark: _Hlk220328376]Fixed term, 2 years in the first instance (with potential for extension to a permanent appointment, dependent on performance)

	Hours: 	 
	Full time: 37 hours per week, 5 days over 6 

	Salary: 	 
	£32,500 per annum

	Responsible to: 
	Chair of Trustees (and through her to the Trustee Board)

	Responsible for:
	Coffee House Manager and catering team, Retail Associate

	Working with:
	Heritage Development Officer, Bookkeeper, Accounts Clerk, Museum Project team (Collections Manager, Documentation Officer, Community Curator), Trustees (including the Hon. Treasurer) and Volunteers; Directors of the Trading Company



About the North Craven Building Preservation Trust and Museum of North Craven Life
North Craven Building Preservation Trust Ltd (NCBPT) is a forward-looking registered charity (no. 505438) and company limited by guarantee (no. 01265072) located in Settle, North Yorkshire. It owns and manages three heritage properties and the independent Museum of North Craven Life, based in our flagship building, The Folly, a Grade I listed historic house. We aim to collect, care for and interpret the cultural, social, architectural and natural heritage of North Craven, and promote the preservation of the district’s built heritage. 
Since 2020, the Trust has seen major changes, including a comprehensive programme of repair to The Folly, and an increase in museum visitors from 4,500 per annum to over 14,000 in 2025. Annual visitors to the building, whether as Coffee House or Museum Shop customers, museum visitors or as participants in workshops and other activities, now exceeds 50,000 and in the past five years we have grown our Trading Company revenue from £167,000 to £239,000. We were nationally recognised as Museum Café of the Year at the Museum + Heritage Awards 2023.  We currently have two multi-year projects funded by National Lottery Heritage Fund and Arts Council England to undertake a full inventory of our museum collections and to share the collections with our wider community. In 2025, we reached 442 people with new outreach activities. 
We aspire to build on our successes by increasing our earned income, enabling us to reach more people and expand our activities. We plan to redevelop Dr Buck’s House, a derelict Grade II Georgian town house on the market square, to create three rental apartments and a gallery exploring Edward Elgar’s connections with Settle (he was a lifelong friend of Dr Buck and a regular visitor to his home). We also plan to renovate Zion Chapel, a Grade II former Congregational church and Sunday school hall, into a community space and purpose built archive store for the museum. 
Role purpose
As NCBPT’s scope has increased, we have outgrown our current team’s capacity to manage the commercial and operational activities of the organisation to the high standards we require, which has led to the creation of the Enterprise Manager role. The purpose of this role is to bring together for the first time overall responsibility for growing the organisation’s commercial revenue and profitability, and managing our day-to-day operations. The main responsibilities are:
· To contribute as a key member of the museum’s senior leadership team to the future development of the museum and NCBPT
· To deliver strong and consistent commercial growth
· To lead on operations and ensure that we comply with our legal and regulatory responsibilities. 
Key Duties
Leadership and team management
· Contribute to the future development of NCBPT as a member of the senior leadership team, which currently consists of the Heritage Development Officer (full-time), the Coffee House Manager (full time), the Chair of Trustees (voluntary) and the Honorary Treasurer (voluntary).
· Provide leadership to the Coffee House team (Coffee House Manager, a Buyer (part-time) and 12 other part time staff, ensuring that the team works effectively together and has a common understanding of the commercial purpose of the Trading Company and NCBPT’s wider aims and objectives.
· Line manage the Coffee House Manager (1.0 FTE) and Retail Associate (0.2 FTE).
· Support professional development across the teams and manage training for Coffee House staff (in conjunction with other staff and volunteers as appropriate).
· Support the Coffee House Manager to ensure that staff rotas are confirmed and in place in a timely manner across all areas of the operation, including managing requests for leave and late working for events.  
· Act as a visible, supportive leader, fostering a culture of teamwork, communication, and excellence. 
Commercial enterprise
· Shape the commercial activities of the organisation, taking responsibility for achieving and growing income targets across retail, catering, room hire, property rental and events.
· Monitor and control costs including payroll costs, food waste and cost of sales to ensure that the Trading Company is profitable.
· Set, work to and evaluate budgets for sales performance, monitoring turnover and costs and responding quickly to variance in performance, implementing corrective action where necessary.  
· Ensure the offer in both retail and catering aligns with attracting target audiences and growing repeat custom, and champion sustainability. 
· Track, analyse and report on key commercial KPIs — including footfall, sales, average transaction value, and income — comparing performance against previous years and industry benchmarks. 
· Produce regular reports and analysis for the Trustees and Senior Management Team. 
· Support trustees and staff in developing grant applications and growing donations income. 


Building operations and maintenance
· Play a key role in the operational management of projects at any of the Trust’s properties, ensuring that future developments meet visitor needs and support NCBPT’s strategic aims. 
· Manage the routine operation and maintenance of the Trust’s three properties (The Folly, the Zion Chapel complex and Dr Buck’s House) and any other properties that may be acquired in accordance with a Management and Maintenance Plan for each property.
· Ensure good service and best value for money across all operational areas, including IT, telephony and utilities.
· Oversee the Trust’s approach to monitoring and reducing carbon emissions.
· Ensure all public areas are safe, clean, accessible and welcoming. 
· Coordinate the Duty Manager rota, covering this role for some of the working week and being on the rota one Saturday in four. Lead by example in day-to-day operations and ensure other Duty Managers receive appropriate training and support. 
· Prepare and monitor risk assessments for the public areas of all Trust buildings, ensuring compliance with all Health & Safety legislation and internal Trust policies. 
· Work flexibly to further develop and deliver the Trust’s business plans. 
· Undertake such other duties as are required from time to time and are commensurate with this position. 

Mandatory for all staff. Take care of your personal health and safety and that of others and report any health and safety concerns. Ensure proactive compliance with H&S policies, including risk assessments and implementing safe system of work. 
Please Note. This job description is not exhaustive and amendments and additions may be required in line with future changes in policy, regulation or organisational requirements. Over time, the emphasis of the job may change without altering the general character of the role or the level of duties and responsibilities entailed. The role description may be periodically reviewed, revised and updated in consultation with the role holder to reflect appropriate changes. 

PERSON SPECIFICATION 
Enterprise Manager (Commercial and Operations) 
	Criteria 
	
	Essential Competency 
	Desirable Competency 

	Education &
Qualifications 
	 
	· Educated to GSCE grade C or above in English & Mathematics or equivalent. 

	· Tourism, Customer Service, Management, Commercial, Retail or Business qualification 

	Experience, 
Knowledge &
Understanding 
	 
	· A minimum of 2 years’ experience in commercial management
· Proven operations management in a visitor attraction – historic house, museum, or large public venue. 
· Proven track record in team leadership, developing, recruiting and performance management. 
· Confidence with operational processes: rotas, staffing, building management and maintenance, risk assessment, security and safety compliance
· Confidence in dealing as main point of contact with contractors and tradespeople 
· Knowledge of retail strategy development
· Experience and knowledge of gift shop buying, product development, merchandising and maximising profit margins. 
· Demonstrable experience of analysing commercial performance data and implementing improvements. 
	· Understanding of Gift Aid 
· Understanding of VAT 
· Knowledge of retail software (EPOS)
· Understanding of the significant contribution volunteers make to an organisation.
· Strong understanding of customer experience design and delivery 


	Skills 
	
	· Adaptable and resourceful, able to prioritise own and team workload and meet deadlines
· Excellent organisational skills 
· Excellent communicator (written and spoken)
· High level of numeracy
· Confident with IT packages such as MS Office and willing to learn new systems and support colleagues in their use, if required
	· Negotiation 
· Ability to deliver presentations to different audiences

	Personal Qualities & Commitment
	
	· Friendly, personable manner– this is a pivotal role that works across all departments as well as with visitors, contractors and stakeholders
· Commitment to highest levels of service delivery and customer care
· Attentive to detail
· Problem solver with a positive can-do attitude and approach
· Results driven with entrepreneurial abilities
	· Commitment to self-development


	Other Factors
	
	· Able to work over a 6-day shift roster 
· Enhanced criminal records disclosure 
· Willingness to be trained to use security systems and act as a key holder
	· Willingness to undertake training to become a First Aider 



Further Particulars
Equal Opportunities
NCBPT is committed to equality of opportunity and to a pro-active and inclusive approach to equality, which supports and encourages all under-represented groups, promotes an inclusive culture, and values diversity. No applicant for an appointment, or member of staff once appointed, will be treated less favourably than another on the grounds of sex (including gender reassignment), marital or parental status, race, ethnic or national origin, colour, disability, sexual orientation, religion, or age. If any employee or volunteer considers that they are suffering from unequal treatment on any of the above grounds, they may make a complaint, which will be dealt with through the agreed procedures for complaints or grievances or the procedures for dealing with bullying and harassment, as appropriate.

Information if you have a Disability
NCBPT’s recruitment and selection procedures follow best practice and the requirements of the Equality Act. Fair selection for employment (including freelance work) is based on the ability or potential ability of an applicant to carry out the duties of the post and decisions on appointments are based on the merit and suitability of the candidate. If you have a disability you are invited to request any special arrangements you may require for interview, or adjustments you may anticipate would be needed in your working arrangements, at the point of application. However, NCBPT recognises that you may prefer to forward this information if and when you are called for interview and you may do so at that stage without prejudice, if you prefer. Please note that The Folly is a Grade I listed building and that there is no lift access to the upper floors.

image1.jpeg
NORTH CRAVEN
BUILDING
PRESERVATION
TRUST




