
 

Title: Operations & Portfolio Coordinator, Tech City UK  

Reports to: Financial Controller 

Based in: London  

Travel: minimum monthly travel to Manchester or other cities 
outside of London 

  

Operations & Portfolio Coordinator,  Tech City UK 

About Tech City UK 

Launched by the UK Prime Minister in 2010, Tech City UK supports 
digital entrepreneurship across the nation, with regional bases in 
London and Northern England. 

Our aim is to help accelerate the growth of promising digital 
businesses in the UK. We do this by focusing on three areas: 

1.        Lifecycle Programmes - running programmes that help digital 
start ups through every stage of their maturity – from seed to 
IPO or trade sale;   

2.       Nurturing Talent – we help aspiring entrepreneurs gain the 
skills they need to start businesses through our Digital 
Business Academy, and we help bring the best tech talent in the 
the world to the UK through our Tech Nation Exceptional 
Talent Visa;   

3.       Thought Leadership & Advocacy – using all the data, 
intelligence and connections with the community, we are able 
to create reports and events that mark us a thought leader in 
creating digital ecosystems   

The culture is one of a start up with a lean mentality. We aim to be 
agile, transformative and authentic in our day-to-day operations. 

 



 

 

The Challenge of the Role 

Tech City UK is a dynamic and fast paced organisation, with about 40 
employees delivering approximately 10 programmes through our 
main offices in London & Manchester.  In order to do this effectively, 
we need a highly organized administrator/facilitator who will 
coordinate our roadmap of activity and be a central point for support 
on all communications and meetings around the roadmap. That 
includes supporting financial reporting and impact reporting on our 
portfolio.  

It would suit someone who is highly organised, loves empowering 
others to excel, enjoys being at the center of the action, and relishes 
getting stuff done.  It is the perfect role for someone with 
scrummaster training or aspiring to be a scrummaster.  The role 
offers a breadth of experience and the opportunity for the right 
candidate to progress within the organisation. 

Main Duties & Responsibilities 

● Work closely with the Programme leads to coordinate our 
roadmap of events, launches and releases.  

● Highlight any roadblocks or resource constraints at portfolio 
level in a timely way and work with all team leads to alleviate 
them.  

● Manage the portfolio view of all our key activities. 
● Facilitate Decision Den - our fortnightly priorities session, 

including setting up the agenda, distributing support materials, 
taking minutes and publishing all decisions in a simple, 
accessible way.  

● Facilitate Showcases - our fortnightly session for teams to show 
the work they’ve completed in the past 2-4 weeks. This 
includes setting up the agenda, rallying all to attend, and 
publishing all content in a simple, accessible way.  

● Always seek to optimize internal processes and identify ways 
of improving efficiency and effectiveness of resource and 
financial planning and forecasting. 

● Report on our monthly throughput across the portfolio, and 
provide rolled up and detailed reporting on each programme 



 

for our monthly monitoring meeting and quarterly board 
reports.  

● Facilitate roadmap sessions at our the quarterly team 
workshops. Give general support to organize those workshops.  

● Assist with other regular and ad hoc operations tasks, 
particularly those around accurate financial and impact 
reporting of programmes.  

 

 Desired Skills & Experience 

· Graduate Degree or equivalent 

· At least 2 years of experience in an administrative, project 
management or scrummaster role.  

· Flexible and agile approach 

· Exceptional organisational and administrative skills 

· Personable with ability to build strong positive relationships with 
many stakeholders 

· Good communication skills 

· Ability to self manage and multitask in a fast paced environment 

  

Contact Details 

If you are interested, please send a covering letter, your CV and a 
short email to jobs@techcityuk.com for more details. No agencies 
please. Tech City UK is an equal opportunities employer. Job 
applicants must prove their ability to work in the UK.  

 

 


