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	Post title:  Office Manager

	New Era Enterprises (E.Lancs) Ltd 
(New Era)

	Location: 
CVS Resource Centre

62-64 Yorkshire Street

Burnley 

Lancs  BB11 3BT 

	Establishment or team:
	Office/Finance  
	Hours
	36.25 per week

	Salary
	£9.15 to  £11.13 subject to experience
	Essential Car user:
	No

	About New Era 
New Era is a small voluntary sector organisation delivering community projects and training in the Lancashire area.  For more details see the company website. www.newera.coop.

	Scope of Work – appropriate for this post: 

To provide Administrative Management and Support to New Era Enterprises, based at CVS Resource Centre. This post is permanent subject to continued funding.

	Accountabilities/Responsibilities – appropriate for this post:

1. Setting and maintaining efficient computerised and paper office systems to support the delivery of New Era’s varied project work and training.

2. Providing general clerical and administrative support to the company and the projects the company delivers, including word processing, minute taking, report writing, filing, correspondence, dealing with incoming and outgoing mail, reprographics, admin support for crèche service.  Keeping in touch with the Project workers
3. Supporting the Accounts Manager with financial administration, including petty cash, postage, banking, wages using computerised systems.  (New Era uses mainly Quick Books, Microsoft Excel, and Iris)
4. Creating, maintaining and updating manual and computerised client records including, eg participants on training courses, project information etc including related data input. (New Era uses mainly Microsoft Access and funders’ systems to do this).
5. Managing the IT for the company. Assessing the company’s IT needs and ensuring that the most efficient systems are in place.  Supporting other staff with IT needs. 
6. Undertaking reception duties including answering telephone and responding to queries, booking clients onto training courses, and receiving clients and colleagues in person.  Booking rooms for events.
7. Maintaining stock and ordering supplies, including the processing of orders and invoices, check of incoming deliveries, arranging for payment of invoices and the distribution and storage of stock.

8. General welfare support, where required, including liaison with staff and participants.

9. Managing/overseeing New Era’s marketing to promote New Era’s work using social media, website, paper – leaflets etc, press.
10. Monitoring New Era’s website, twitter, facebook etc and liaising with marketing agency and relevant staff to ensure consistency of materials.
11. Ensuring the smooth running of the cycle of management meetings of the company - Board, Members, Staff, taking minutes when required. This may require attending some evening meetings.

12. Supporting the Board and Staff with the development and upkeep of policies and procedures, Staff Handbook, Business Plan, Annual Report, Self Assessment Report (SAR), Quality Standards – IIP, Matrix.
13. Liaising with the Insurance Broker to ensure that the company’s insurance is appropriate and up-to-date.

14. Maintaining Health and Safety Policies and Procedures.

15. Supervision of staff and volunteers.
16. Attending promotional activities and representing New Era in a professional manner as and when required.
17. Ensuring the upkeep of the office with other staff, and overseeing that the layout of offices is appropriate for staff.
18. Supporting the Senior Management Team with any appropriate clerical/administrative tasks.

General
1. To work within New Era’s policies and procedures.

2. To contribute to the provision of an effective environment for project delivery/learning.

3. To support the promotion of positive relationships with participants and outside agencies.

4. To attend skill training and participate in personal/performance development as required.

5. To take care for their own and other people's health and safety.

6. To be aware of the confidential nature of issues.
7. To ensure that a high quality of customer service is offered at all times


	Additional supporting information – specific to this post.
The above form sets out the area of work in which duties will generally be focused, and gives an example of the type of duties that the postholder could be asked to carry out.  PLEASE NOTE that this is for guidance only.  Postholders are expected to be flexible and to operate in different areas of work/carry out different duties as required.       

Equal opportunities

We are committed to achieving equal opportunities in the way we deliver services to the community and in our employment arrangements. We expect all employees to understand and promote this policy in their work.

Health and safety  

All employees have a responsibility for their own health and safety and that of others when carrying out their duties and must co-operate with us to apply our general statement of health and safety policy.

Safeguarding Commitment 

We are committed to protecting and promoting the welfare of children, young people and vulnerable adults.

Customer Focus

We put our customers’ needs and expectations at the heart of all that we do. We expect our employees to have a full understanding of those needs and expectations so that we can provide high quality, appropriate services at all times.
Skills Pledge

We are committed to developing the skills of our workforce.  All employees will be supported to work towards a level 2 qualification in literacy and /or numeracy if they do not have one already.
Closing Date  10/4/17                        Interview Date    12/4//17


	Prepared by:
	Sue Rae/ Kath Rowley 
	Date:
	March 2017


PLEASE SEE FOLLOWING PAGE FOR THE PERSON SPECIFICATION

	Person specification form

	Post title: 
	Office Manager

	Requirements

(based on the job description)
	Essential (E)

or

desirable (D)
	To be identified by: application form (AF),

interview (I),

test (T), or
other (give details)

	Qualifications
	
	

	GCSE Maths & English A-C
	E
	AF. I

	Business and administration qualification (Level 2 and above)
	D
	AF,I

	Experience
	
	

	Experience in working in administration in an office environment
	E
	AF. I

	Experience in financial systems eg Quick Books, IRIS
	D
	AF, I

	Experience with on-line payment systems
	E
	AF, I

	Experience of Microsoft IT software packages

Experience of Social Media – websites, facebook, twitter etc
	E

E
	AF, I, T

AF, I

	Knowledge, skills and abilities
	
	

	Good skills in dealing with customers face to face and on the telephone
	E
	AF, I

	Liaising with internal and external customers
	E
	AF,I

	Knowledge of business policy and procedures
	E
	AF, I

	Liaison with external agencies in regard to marketing and promoting a business through website content and news articles, facebook twitter and other social media.

A High level of computer skills, including wordprocessing, spreadsheets, databases and Desk-Top Publishing.

Good keyboard speed and skills.

Self motivation and initiative, as well as being able to work in a team.

Good organisational skills – systematic, good time management, ability to prioritise workload and work to deadlines.


	D

E

E

E

E
	AF,I

AF,I, T

AF,I, T

AF,I

AF,I, T

	Other (including special requirements)

1. Commitment to safeguarding and protecting the welfare of adults, children and young people 

2. Commitment to equality and diversity
3. Commitment to health and safety
4. Working in the Voluntary or Co-operative Sector


	E

E
E

D
	I

I
I
AF, I

	Prepared by:
	Sue Rae/Kath Rowley 
	Date:
	March   2017

	Note:
We will always consider your references before confirming a job offer in writing.
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