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Changes 
Office Manager - Job Description

March 2022
	Job Title:
	Office Manager 

	Hours and term:
	28 hours, fixed term 1 year

	Pay scale and salary
	£25, 041 pro rata (SCP 41) 

4% pension contribution
35 days annual leave (pro rata), inclusive of public holidays

	Location:
	Changes Office, 108 Market Street, Musselburgh  

	Reports to:
	Changes Manager

	Direct Reports:
	Part time Administrators (x2)


1. All staff are required to comply with Changes Terms and Conditions of Service stated in Changes’ contract of employment.
2. In addition to the duties and responsibilities outlined in this Job Description, all staff are expected to adopt a flexible approach, undertaking additional tasks or responsibilities as may be required of them by Senior Management. 
3. All staff are expected to have an understanding of the difficulties faced by people with mental health problems and knowledge of mental health issues.  
4. All staff are expected to undertake further training as required.
Job Overview:
This is an exciting time for Changes with many new activities and organisational developments, enabling us to increase our reach and provide support to those who need it most. The new role of Office Manager provides an opportunity for a talented individual to support and strengthen our work, as a key player both behind the scenes ensuring effective systems and processes are in place and operating smoothly, and public facing, ensuring everyone who contacts Changes receives a warm, supportive welcome and can access the information / support required. Based in Musselburgh, with some home-based working, the post-holder will work closely with Senior Management and the wider Changes team to ensure smooth and effective day to day operations. The post-holder will play an active role as a member of the Changes team, contributing ideas and input to support the development of Changes wider services.
As this is a new role and part of a wider restructuring of our administration team and systems (note: the post holder will be an addition to the team, no posts have been made redundant) the post will be reviewed and is subject to change at the end of the fixed term. The intention is that this will become a core post, subject to funding. 
Main Duties and Responsibilities 
1. General Administration
a. Act as a welcoming and supportive initial point of contact for participants contacting Changes by telephone, email or website enquiry.
b. Administer Changes new (and ongoing) support enquiries, creating or updating participant profiles on Changes internal systems, allocating appointments and where appropriate sign posting participants to alternative sources of support.

c. Administer Changes groups, courses, and activities by working with Changes staff team to create an annual course plan, scheduling dates and venues, sending invitations, sharing materials and gathering evaluations at the end of the course.

d. Administer Changes therapy service, sending and receiving request forms, maintaining contact with those on the waiting list, allocating consultation and therapy appointments, working with therapists and clients to manage attendance and cancellations, gathering evaluations at the end of therapy.

e. Streamline and ensure consistency in procedures and systems

f. Ensure documentation is consistent with our branding/house-style.
g. Collate and analyse reports to facilitate monitoring and evaluation, funding applications and reports.

h. Assist Senior Management to identify, assess and mitigate risk, ensuring compliance with Changes policies and procedures including GDPR, confidentiality, safeguarding and health and safety.

i. Set up and attend meetings as required, write and share agendas and meeting minutes.
2. Supervision of Administration Team

a. Delegate administration tasks effectively within the administration team with oversight of individual work plans and capacity.
b. Provide regular support and supervision to members of the administration team.

3. Financial Administration

a. Maintenance of Xero, our finance system to ensure effective financial management of the organisation, working closely with our bookkeeper
b. Reconciling and toping up petty cash
c. Provide all relevant information to ensure payment of staff salaries (paid by SCVO), administering the pension auto-enrol scheme and paying staff expenses
d. Issue invoices, ensure all invoices are paid and received on time.

e. Record all donations, pay monies into the bank as required.
f. Work with Senior Management and Changes Finance subcommittee to prepare annual budgets.
g. Provide regular financial reports to Senior Management and Board of Trustees (using Excel and Xero)
h. Work with Senior Management and an external accountant to finalise end of year accounts.
4. Facilities 
a. Order and control supplies of stationery and office equipment within established budgets.
b. Liaise with contractors to book in repairs and maintenance. 
Other

a. Assist with writing reports as required by funders and at the request of the Senior Management.
b. Take an active role in the implementation of a new CRM system, support staff team in effective use of the new system.
c. Attend and actively participate in Changes team meetings and other relevant meetings as required. Take an active role in building and maintaining healthy working relationships within the team.
d. Undertake any other reasonable duties as required by Senior Management to meet service needs.
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