
 

 
Business Manager: Sales & Operations 
Job Posting Date: November 2021 
 

About Balineum 
We are passionate about beautiful bathrooms. So much so, that we named ourselves after the Latin 
word for bathhouse. We offer a carefully curated collection of bathroom furnishings and finishes. 
Balineum launched in November 2007, selling online fabric shower curtains. Through word of mouth 
our sales have grown steadily and our brand has earned a reputation for high quality, beautifully 
designed products.  
 
We sell products via our website and over the phone or email. Most of the items we sell are 
made-to-order through a trusted network of craftsman and suppliers. Our customers are largely 
interior designers and architects, and they are often ordering custom-designed products. 
 

Background to appointment 
Balineum operates from an office in Hampstead NW3, a central and easily accessible location. 
Due to the continued growth of the business, the business is now looking for a senior manager to 
take over from founder-owner in managing the customer order and delivery process: from the initial 
point of client contact through ordering and to final delivery and after sales. 
 
We have an excellent existing team and many well set-up business processes and IT system from 
which to build upon.  
 
It is a full-time role and will require the successful candidate to work from the Balineum office in 
NW3. There will be some flexibility for home working and the possibility of a 4-day week for the 
right candidate. 
 
 

Overall Responsibilities 
This is a senior manager role, overseeing all the business processes and people for delivering 
customer orders: from a customer contacting us through to final delivery and after sales care. 
 
You will be required to manage a team of 4 people immediately. You will also be expected to hire, 
structure and train more people as we grow over the next few years. Your priorities will sit equally 
in sales (providing clear information to customers and staff when dealing with customers) and in 
operations (all the processes that happen behind the scenes for the smooth delivery of our 
products to customers). 
 
This role is entirely about people and processes and ensuring they operate smoothly. You will work 
with and report to the founder and creative director in running the business. 

 
Specific Day-to-day Responsibilities 
 
Order Systems & Operations – Sales & Product 

• Ensuring staff have the best information, systems and tools available to them to do their job 
when dealing with customers 



• Create best practise for the sales team to ensure all enquires are being handled to a high level 
and the business is getting the most from these interactions 

• Oversee the sales staff on a daily basis to ensure that clients are receiving assistance and 
information in a timely manner and to the high level expected 

• Manage the warehouse & QC team receiving and checking stock and shipping to end customers 
• Deal with incorrect or problem deliveries from suppliers – resolving quickly and promptly both 

with maker and end client 
• Overseeing samples for clients (the rules and budget for this) 
• Monitoring sales margins and discounts on orders and deliveries 
• Work with product team when problematic products or suppliers need to be discontinued 
• Handle escalated customer complaints and deal with difficult customers 
 
Order Systems & Operations - IT 
We have a web-based computer program BrightPearl, with which we run our business. You will be 
primary person responsible to make sure this system works best for our business and that are staff 
are using the system correctly and efficiently. This includes but is not limited to: 

• Proactively set up best practice for order processes to help minimise mistakes and loss to 
the business 

• Overseeing that customer and client order information is recorded correctly 

• Overseeing all systems for generating related supplier purchase orders 

• Documentation and training for staff using our systems 

• Researching and implementing appropriate add-ons that aid the business 

• Reporting from our systems to inform and better manage the business 

• Also responsible for non-Bright Pearl IT systems and processes such as sharing files and 
images 

 
People Management 

• Ensuring staff have adequate knowledge, training and tools to do their roles 

• Monitor staff performance including any performance issues and be responsible for the objective 
setting and coaching where required 

• All hiring and day-to-day people and HR management (job descriptions, hiring, performance 
reviews, contracts, annual leave). We also have an external HR consultant to call upon when 
needed. 

• All new employee set up, onboarding and training 

• Answering questions and guiding staff when dealing with difficult or unusual orders or customers 

• Annual staff performance reviews 
 
Please not this role will not have responsibility for: 

• Brand level marketing 
• New product & supplier development and set up 
These areas will stay with founder-creative director. You will be an important sounding board, and 
key stakeholder in these areas but this role is an operationally based role, it is not a creative role. 

 
Necessary Personal Characteristics 
• The role will best suit someone who gets a lot of enjoyment and satisfaction from setting up 

and managing systems and processes 
• You must enjoy managing a team and have people management experience 
• You must be very driven, and have very high standards for quality and attention to detail 



• Extremely comfortable with IT systems, data and computers 
• Excellent customer service ethos and manner and ability to handle high end clients with high 

expectations 
• Calm demeanour and not easily flustered. You will be the steady and calm hand leading our 

sales team (who are often dealing with very demanding clients) 

 
Essential Experience 
You must have experience managing business processes and teams in order to deliver a product or 
service to customers. 

 
Desirable Experience 
Experience with tiles & surfaces, or within the luxury furniture industry would be very helpful but 
not essential. 

 
General Employment Terms 
• Fulltime and permanent. There is some capacity to work from home and/or a 4-day week for 

the right candidate. 
• 28 days paid annual leave each year (including public holidays) plus the dates between 

Christmas and New Year when the office closes 
• Salary range: £40,000 – 60,000 depending on experience 
• Annual bonuses are typically paid in relation to profitability also 


