
    
   

 
Start-up Incubator Manager – Serendip    

(fixed  term (Maternity Cover) contract Jan 17 to Sept 17 with possible extension) 

 
Innovation Birmingham Limited (IBL) has an exciting vacancy for a Start-up Incubator Manager to support 
and drive a unique Start-up incubator called ‘Serendip’ at the Innovation Birmingham Campus. This is a 
unique opportunity working in one of the UK’s largest and most prominent digital communities. 
 
The role is initially for a period of 9 months commencing in January 2017 as maternity leave cover, however 
there is a possibility of an extension subject to funding within other projects.   
 
Reporting to the Head of Projects the job holder will be responsible for supporting the delivery of a range of 
activities related to start-up recruitment, enrolment and support through the provision of effective and 
thorough coordination and administration. The post holder will have specific responsibilities for the delivery 
of the Serendip initiative which is funded through sponsorship from our public and industry partners - 
Barclays, Wayra, Transport Systems Catapult, London Midlands, Transport for West Midlands, EIT Health and 
West Midlands Academic Health Sciences Network. This is a programme designed to support start-up 
companies and connect them with leaders in their markets. 
 
As well as providing general support to the start-ups and our sponsors, you will support this community, 
managing their engagement with the industry and public sector sponsors. You will design and deliver a 
calendar of activity to engage the community and organise any contracted third parties and business 
coaches. Arranging events and carrying out all marketing and relevant communications activity will be a large 
focus of the role.  
 
Alongside providing regular management information you will create and maintain thorough records and 
financial documents and provide reports as agreed both internally and to external bodies within specific 
timescales. The role will be flexible to also support the wider IBL aims.  You will be required to represent IBL 
at events, maximising any opportunities to further support the wider start-up strategy of the organisation.  
 
The successful applicant will ideally be educated to degree level, have excellent organisational skills, a 

professional manner, attention to detail and an aptitude for timely delivery and task completion. You will 

be able to record data and present it in a useable format. You will be experienced in a wide range of 

applications including Microsoft Office and have a minimum of 2 year’s project management experience. 

You must be flexible with your working hours as there will be a requirement to attend some events outside 

normal office hours. You must be able to work unsupervised and use your initiative whilst also contributing 

to the wider team. Previous experience of coordinating events and marketing would be an advantage as is 

experience working with the start-up ecosystem. Ideally, your experience to date might include 

involvement with SMEs and larger companies. 

 

Salary between £30k and £32k dependant on experience + benefits 

Closing date 12th December 2016. Planned start date – early January 2017 

IBL is an equal opportunities organisation and welcomes applications from all sectors of society 

 



 

To apply, please send your CV, accompanying letter and current salary to:  anneb@innovationbham.com  

 

Further details including job description and person specification are available at 

www.innovationbham.com 

 

No agencies please.  
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Job Description and Person Specification 

Job Title Start-up Incubator Manager (Serendip) (Maternity Cover) To start Jan 2017 for 9 months 

(maybe an opportunity to extend contract to support other programmes) 

Reports to  Head of Projects 

Location Innovation Birmingham Campus, Holt Street, Birmingham B7 4BB 

Main Purpose Innovation Birmingham Limited (IBL) has an exciting vacancy for a Start-up Incubator 

Manager (Serendip) to manage a digital technology start-up incubator called ‘Serendip’ at 

Innovation Birmingham Campus. 

 

Serendip is an initiative from the Innovation Birmingham Campus and our partners – 

Barclays, Wayra, Transport Systems Catapult, London Midlands, Transport for West 

Midlands, EIT Health and West Midlands Academic Health Sciences Network to drive start-

up growth in themed areas such as intelligent mobility, digital health, smart applications and 

internet of things, through integrated and creative business partnerships between large 

industry and start-up businesses. 

 

The Incubator Manager will coordinate the delivery of the Serendip Programme and 

supporting activities on the Innovation Birmingham Campus. This programme finds and 

helps the most promising start-ups connect with the right experts to formulate their 

business plan, develop entrepreneurial skills and fund their business.  Through your 

dedication, Serendip will provide digital technology start-ups the tools, opportunities and 

network to transform their ideas into commercial success. 

 

Also available as a secondment opportunity  

Though ideally a full-time position, applications for reduced hours will be considered. 

Flexibility is necessary as some evening working is required.  

Duties and 

responsibilities 

Main duties 

General 

 Responsible for recruiting the required number of start-ups onto the programme, 
alongside the Partners. 

 Networking within the wider start-up ecosystem of Greater Birmingham, recruiting 
start-ups at events, networking sessions and other means. 

 Manage the whole application process of applicants from initial enquiries to final 
approval, including liaising with Partners and IBL’s Head of Business Development. 

 To manage and administer the whole induction process of new entrepreneurs, to 
include all relevant paperwork and subsequently assist and support them throughout 
their development. 

 Ensure value-add delivered to the start-ups is captured in an appropriate form, stored 
and communicated back to the Partners, start-ups and within IBL (such as to the PR 
function). 

 Work with the Partners to promote Serendip. 

 Regular communication and meetings with the Partners to continually drive the 
programme forward. 



 Continually review and improve the community dynamics on the Serendip floor by 
active engagement with start-ups and Partners to continually develop relationships 

 Ensure start-up companies engage in the programme and fulfil their agreed 
responsibilities  

 Develop and maintain corporate partner relationships 

 Provision of reporting to the EMG and external partners/agencies (as agreed). 

 Deliver internally agreed metrics/outputs. 

 Manage the transition of start-ups into other areas of IBL at end of programme (such as 
conversion to paid tenancies) 

 Responsible for the development of an Alumni programme and ensure the Serendip 
Alumni spread sheet is regularly updated, including obtaining information and relevant 
paperwork. 

 Ensure effective information is captured for former Serendip companies and provide 
management information as required 

 Engage with the Partners and Birmingham professional community as potential informal 
mentors, ‘drop-in’ experts and speakers for events. 

 Work with the Partners to manage ensure co-working space is used effectively and 
creatively to engage the community within the space. 

 First point of contact for all enquiries relating to Serendip from external, internal and 
tenants alike.   

 Connect entrepreneurs with relevant resources, including funding, expertise, partners, 
developers and any other resource deemed useful to help the start-up progress. 

 Ensure an effective process of sharing best practice and process improvement within 
Serendip and across IBL programmes 

 To identify incubator investment requirements, provide support and liaise with senior 
management as appropriate   

 Ensure the highest quality presentation of all Serendip areas of activity 

 Contribute to ensuring the optimal use is made of internal funds available across IBL’s 
incubation activities  

Events 

 Deliver responsibilities outlined in IBL’s Event management process 

 Create, co-ordinate and deliver agreed activity schedule for Serendip, including joint 
events with Partners.   

 Liaise with e4f incubator manager and other internal related project managers in 
relation to joint entrepreneur activity. 

Finance 

 Responsible for delivery of agreed elements of Serendip budget 

 Procurement for all relevant items, including raising purchase orders 

 To prepare for and manage any project audit process required 
Social Media/Communication 

 Overall responsibility for ensuring effective programme social media activity 

 Manage the main communication tools for Serendip, e.g. Eventbrite, Meetup.com, 
Slack, Twitter, IBL website and IBL events page. 

 Write and send pre- and post- event mailers for key events to all contacts (where 
relevant). 

 Keep Serendip Partners and start-ups up to date with all events and relevant 
information. 

 Liaise with PR Manager in relation to any key Serendip press stories. 
  

Person 

specification 

Experience required  

 Project management  

 Community engagement activities  

 Partnership Working 

 Working with public sector and industry sponsors and long term relationship 
management  

 Stakeholder enrolment campaigns 

 Excellent prioritisation, organisation and networking skills 



 Previous experience of organising or coordinating events 
Experience of marketing and communications 

Qualifications  

 Ideally educated to degree level or, equivalent 

 

Knowledge of  

 Budget management 

 Dropbox / SharePoint / google docs / social media / and others as tools to manage 
projects and engage with participants 

 Enrolment and engagement methods (particularly related to Start-Ups) 

 Management of multiple projects or initiatives at any one time  

The successful candidate will:  

 Be dynamic, proactive and team focussed 

 Have been accountable and responsible for delivering projects or initiatives, against 
tight deadlines  

 Be task & results orientated 

 Be able to take ownership of projects and work autonomously and proactively 

 Understand responsibilities around sponsor relationships 

 

Optional experience: 

 

Ideally the candidate will; 

 be active in Greater Birmingham’s start-up ecosystem 

 have had working experience in both SMEs and larger companies 

 be used to dealing with stakeholders at all levels 
  

Closing date for applications: 12th December 2016 

 

In return you can expect a competitive salary (£30-32k depending on experience), 25 days 

holiday + bank holidays, 8% employer pension (non-contributory) and free parking. Located 

just off the A38 Aston Expressway, close to all transport links. 

 

 

 

 

 


