
Shape the future

Position:  Associate Director, Head of Operations

Location:  Slough, Berkshire

Company:  Carless + Adams –  

 Leading architects in the care sector

Overview

Working as part of the senior management team you will be responsible for the 
management of the day-to-day operations for the company with oversight of all 
design work and a team of experienced architects, technicians and support staff 
(currently 16 in total) alongside the smooth running of the company’s internal 
processes. 

If you possess the energy and enthusiasm it takes to be part of a senior team and 
running a business, this is a seriously exciting opportunity for you to not only help 
shape the future of care but also shape the future of Carless + Adams as well as 
your own as this role comes with the opportunity for equity ownership.

Design the best, to live the best
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Management of architectural commissions 
(Design)

 + Day to day management of all ongoing 
design commissions ensuring the design 
process is aligned with operator, developer 
and client objectives and expectations and 
within agreed timescales and budgets

 + Work with the Technical Director/Associate to 
ensure cross-functional alignment of project 
objectives, as required

 + Apply strategic planning to determine 
company, department objectives

 + Monitor and assist staff with work progress

 + Co-ordinate financial and budget activities 
for maximum operational efficiency

 + Facilitate the preparation and analysis 
of reports.

 + Responsible for the achievement of the 
company productivity and quality goals

Team Management

 + Determine staffing requirements

 + Hire and train new staff

 + Set employee goals and objectives

 + Monitor staff performance including 
Career Development Plans

 + Delegate work duties to staff to attain 
objectives

 + Ensure all staff are performing to 
their potential 

 + Champion annual appraisal system to ensure 
it is fully complied by all departments

 + Ensure all relevant training and ongoing 
employee development is carried out 
as required and training / performance 
requirements are regularly audited

 + Be the first point of contact for employee 
queries regarding activities, time off, 
employee well-being, etc.

 + Develop and implement initiatives to 
ensure all members of the team are working 
together as a team and are well-motivated 

Duties and responsibilities

“Clients often contact us simply 
with an aspirational project idea 
and we help them to develop 
a design brief and programme 
that aims to turn their ideas 
into a reality. All projects are 
personally overseen by a 
partner or an associate, using 
their experience to identify and 
solve any issues and to ensure 
optimised delivery, cost control 
and customer satisfaction.”
Melissa Magee, 
Carless + Adams 
Managing Director
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Skills, knowledge and experience

Internal Processes

 + Own and manage all internal processes 

 + Evaluate current business processes 
and systems

 + Plan and implement procedures and systems 
to maximise operating efficiency

 + Ensure all current processes are being 
utilised to ensure our quality standards are 
maintained and with maximum efficiency

 + Conduct operational reviews of existing 
processes to identify potential process 
improvements

 + Review performance data (financial, sales 
and activity reports) to monitor and measure 
productivity, goal progress and activity levels 

Sales

 + Work with the Managing Director to shape 
the Company’s growth strategy and business 
operations

 + Identify and attend networking events 
to promote the Company and gain 
new prospects

 + Prepare new business presentations from an 
architectural design perspective

 + Present new pitches in support of Managing 
Director or solely, on all aspects of the 
design & technical package and programmes 
offered by the Company, as required

Duties and responsibilities (cont.)

Skills:

 + Judgement

 + Decision-making

 + Resource management

 + Teamwork

 + Ability to challenge and present own 
viewpoint

 + Strong oral and written communication skills 
and the ability to interact effectively with a 
wide range of people

 + Ability to prioritise work and manage a 
number of tasks and projects concurrently

 + Able to work under own initiative

 + Excellent people leadership skills with 
strong focus on engagement, coaching & 
development 

 + Excellent problem solver

Knowledge and experience:

 + RIBA/ARB Accredited Architect preferred

 + Proven experience in an operational 
environment, with at least 3 years at a 
management level 

 + Budgeting, forecasting and planning 
experience in an operational environment

 + Previous experience of working in the care 
accommodation sector

 + Knowledge of business and management 
principles and practice

 + Knowledge of strategic planning

 + Knowledge of human resource management 
principles and procedures

 + Knowledge of basic economic and 
accounting principles and practices

 + Knowledge of office administrative 
procedures

 + Proficient in working with CAD/ REVIT

Working at Carless + Adams

At Carless + Adams, we understand the importance of what we do, and we know that each one of us makes a vital contribution 
to our success and reputation. Every member of our outstanding team is dedicated to changing the face of care and supported 
living by creating spaces, nestled at the very heart of our wider communities, that surprise and delight residents and carers 
and enable independent lives to be lived to the full. We share a vision and values, enjoy our culture and have the talent and 
enthusiasm it takes to really make a difference.

Every member of the team is crucial to our success and it’s equally vital that they feel respected, appreciated and recognised 
for the great work they do and above all enjoy their time at work. Our ambition is to make care a positive choice and we won’t 
achieve that without a positive culture.

We work hard but we work smart as a team and we’re always there for each other. For those with the stamina, we’ll play hard 
too. There’s always a cheeky get together at the pub on a Friday and every year we host two company events, a summer day 
out and winter party chosen by the team. And you’ve got to stay healthy too, so you’ll always find fresh fruit in the kitchen.

Our diverse, highly skilled, passionate designers are unified with a belief – good design can positively transform people’s lives. 
But we can only achieve what we want to achieve for the care sector if we continue to work with the best people.
Do you want to help shape the future of care, the future of us and the future of you?


