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Operations Manager 

 

About CustoMem 

Lack of access to clean water is predicted to affect 47% of the world’s population by 2030.  Contamination of 

water supplies by industrial micropollutants such as synthetic chemicals, pesticides and pharmaceuticals is a 

major contributor to the lack of clean water.  These micropollutants make their way from industrial 

wastewater discharge into the environment and into our bodies, posing a significant hazard to human health.   

 

CustoMem combines its leading expertise in biomaterials and water treatment to deliver high impact 

treatment solutions optimised for the industrial sector.  This is achieved by designing and manufacturing 

novel materials that specifically bind and remove micropollutants from wastewater.  Our materials offer a 

simple, safe and cost-effective solution to tackle the most challenging micropollutants found in the industrial 

sector. Ultimately, we provide peace of mind to our customers by allowing them to meet regulations and 

fulfil their sustainability commitments. 

 

Roles and Responsibilities 

An Operations Manager has the primary duty to operationally support all project management and 

administrative processes.  As an Operations Manager, you will be tasked with planning and executing client 

projects, engage with suppliers and engineering contractors and oversee office and laboratory administrative 

duties.  Formally, the major areas of accountability for an Operations Manager include: 

 

Project Management (Clients & Grants) 

- Responsible for managing, programming and execution of client projects 

- Assist with financial and deliverables reporting for CustoMem’s grants projects 

 

Engage with suppliers and engineering contractors 

- Liaise with suppliers, ensure inventory of raw materials maintained, negotiate contracts and legals 

- Maintain relationships with sub-contractors 

- Align schedules of engineering team for timely delivery of client installations  

 

Office Admin 

- Assist with legal and contract management including client and employment contracts 

- Onboarding of employees 

- Ensure invoices are paid in timely manner with the support of accounting team 

- Responsible for ordering office supplies and expense reporting 

- Administrative and scheduling logistics for senior leadership team including talks & travel 

- Correspondence with accountant for planning quarterly submission to HMRC eg. VAT return 

 

Laboratory Admin 

- Ordering laboratory consumables and materials 

- Ensure appropriate Health & Safety documentation is up to date and ensure operations fulfil H&S 

regulations in coordination with dedicated H&S officer 

- Sourcing and quotations for equipment, liaising with building manager for delivery  

 

Team 

- Communicate ideas and proposals effectively 
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- Assist colleagues when required 

- Be receptive to opinions and criticisms / feedback 

- Work to foster an enjoyable, inclusive and constructive work space 

- Update relevant team members on work progress 

 

Candidate Profile 

Experience Required 

- No specific degree required, we have a preferred option of BSc or BEng in Arts, Business, Social 

Science or Design field  

- Proven project management skills and experience managing, organising and delivering multiple 

projects  

- Experience handling administrative tasks 

 

Transferable Skills Preferred  

- Strong organisational skills and attention to detail 

- Highly motivated and able to work independently 

- Strong written and oral communication skills 

- Ability and desire to work comfortably in a fast-paced setting and deliver results in line with project 

and team objectives 

- Excellent interpersonal skills with an ability to work effectively in a team setting 

 

Our Offer 

- Join innovative team backed by Imperial College research  

- Have immediate impact on cleantech company 

- Help improve human health and the environment 

- Located West London 

- Full time / Permanent role 

- Competitive salary and pension 

 

How to Apply 

Please send CV along with one-page cover letter to shayne@customem.com.  Please include “Operations 

Manager” in subject header.   
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