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Job Description
	JOB TITLE


	Office Manager

	Employer 

	Mind in Furness Ltd

	REPORTING TO

	Chief Officer 


	Hours Worked Per Week
	35 hours per week (flexibility may be required) 



	Salary 
	£22000



	JOB PURPOSE


	The Office Manager is responsible for the management and delivery of many of Mind in Furness office support functions. This includes day to day finance, HR, Administration, IT, Information Governance (GDPR) and Health and Safety. 

The Office Manger works as part of the Management team to provide effective leadership, management and governance in line with our strategy and values.




	KEY RESPONSIBILITIES

	Duties and key responsibilities 

Core Accountabilities 

1. To be accountable for office support functions within the policies, procedures and quality standards of Mind in Furness.  
2. To support the CEO to ensure that that services complies with relevant

· Mind Quality Management Standards

· GDPR regulations and the requirements of the Information Commissioners office

· Charity Commission and Companies House regulations  

· All other regulatory requirements 

3. To ensure all accounting and financial procedures are completed within the policies, procedures and quality standards of Mind in Furness 
Finance
1) To ensure all data entry/bookkeeping tasks are completed on Quick Books, including allocation of costs/income to specific budgets. 

2) Maintain systems and accounting records carrying out appropriate system or account checks and reconciliations. 

3) Manage credit control activities: receive, check, pay and entry to QB all creditor invoices, staff/volunteers/service user expense claims, collate pay & record entry to QB for any credit card payments made, arranging new cards for eligible employees and cancellations where necessary. 

4) Undertake finance related administration including data entry, raising invoices, banking and other day to day tasks. 

5) Ensure all payroll information is collated and sent to our payroll provider within agreed timeframes and wages are paid in a timely manner. 
6) Oversee the implementation and maintenance of fundraising systems and process for donations, Gift Aid, fundraising income through websites and community fundraising. Provide budget and cost information to staff to support fundraising bids and tenders
7) To support the Residential Service Manager to set annual rents and submit relevant claims to Housing Benefit  

Resources Management 
1) Ensure up to date contracts for and with all suppliers including for – IT, insurances, utilities, premises management etc. - Maintain records of all supplier contracts and act as a key point of liaison with all suppliers around contracts and queries relating to these 

2) Lead on contract renewal or proposed changes ensuring best value for money and where appropriate securing alternative supplier quotes and supporting the CEO with any tendering which is to be undertaken 

3) Manage day to day relationship with IT support company including working to minimise and oversee IT support spend 

4) Maintain IT assets/equipment register and oversee allocation of IT equipment to staff including overseeing authorising and ordering of new IT equipment where this is required. 

5) Authorise ordering of equipment and office supplies and consumables 

6) Overseeing the maintenance and up to date recording on fixed asset register and service inventories working with service managers around this where required. 

Communication 

1) Responsible for scheduling Management team meetings
2) Maintain group email and contact lists for staff, Trustees and volunteers, ensuring all information is current. 

Support to CEO 

1) Provide written and verbal reports as required. 

2) Undertake any other tasks and duties as required to support the day to day activities of the CEO
3)  Support with policy management, ensuring schedule of policies is maintained and up to date
Support to Board of Trustees
1) Ensure all relevant documents and agenda are sent to Trustees 1 week before scheduled Board meetings, co-ordinating with the CEO. 

2) Attend Board meetings when required and the Annual General Meeting to take minutes, ensuring these are compliant with Charity Commission regulations. 

3) Ensure all Trustee information is up to date

4) Manage the Board of Trustee shared files and ensure these are easy to use. 

Additional Responsibilities 
1) Contributing to the overall vision and mission of Mind In Furness and play an integral part of the team 

2) To undertake any other duties commensurate with the nature and grade of this post as required 

3) To adhere to all the Mind In Furness service standards policies and procedures 

4) To work in accordance with Mind In Furness Safeguarding framework and within the Local Authority procedures 

5) To comply with Data Protection regulations, ensuring that information on clients remains confidential 

6) To work in a manner that facilities inclusion particularly with people with mental health issues 

7) To implement the health and safety policies and procedures. Ensuring that all practices and procedures are undertaken in a healthy and safe environment. 




   Person Specification
	Mind in Furness is committed to employing staff that have the necessary skills and experience to undertake the duties required of each role.  In addition, Mind in Furness is committed to developing and supporting staff, enabling each individual to carry out the responsibilities of their post to the best of their ability. Staff are required to take part in mandatory training.  The organisation would expect the following from individuals applying for this post. 
You will be asked to evidence these attributes/skills in your application and interview 

	Essential/Desirable

	Essential Qualifications and experience 

·  At least 3 years-experience working in financial function within an organisation. 

· Experience of using an online accounting system, Quick Books preferably. 

· Experienced IT user with excellent knowledge of office 365

Desirable Qualifications and experience 

· Experience of working in a charity finance and resources role 

· Experience of payroll preparation and reconciliation 

· Experience with supporting others with general IT support and queries 

· Experience of working with a board of trustees

Essential Professional & Technical Knowledge

· Knowledge of and confident use of an accounting system 

· Strong financial management and administration skills 

· Good understanding of financial systems and the practices and controls surrounding them. 

· Knowledge of social media platforms
Essential Attitudes and Abilities

· Excellent communication skills 

· Ability to resolve problems/issues or undertake system/account reconciliations effectively and efficiently.

· Ability to take minutes accurately and concisely 

· Ability to contribute and collaborate proactively as part of the Mind in Furness

· Ability to prioritise tasks and work accurately under pressure within prescribed deadlines. 

· Confident, organised and methodical in approach to work with strong attention to detail. 

· Committed and supportive approach to the strategic aims of the organisation

· Strong understanding of and compassion towards the needs of people with poor mental wellbeing. 




. 

Page 2 of 4

[image: image1]