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JOB DESCRIPTION

JOB TITLE


OFFICE MANAGER
RESPONSIBLE TO

MCFB Chief Executive Officer (Deputy CEO in absence of CEO) 
JOB PURPOSE
To create an office environment and systems to allow the organisation to operate at its fullest potential.
ROLE TYPE
Permanent, depending on funding (August 2024).

SALARY
SCP 23: £24796 (pro rata)

HOURS 
21 hours per week, Mon, Wed & Thurs (flexible) 

LOCATION
50 Coburg Street, Edinburgh, EH6 6HE. Option for hybrid working.

MAIN DUTIES AND RESPONSIBILITIES

Overall
1. Supporting the aims and objectives of the agency and the work of the CEO. 
2. Ensure that the supplementary needs of the agency, such as administration and facilities, are met in an efficient and cost-effective manner.
3. Involvement in management decision making concerning agency operations.
Administrative

1. Effectively manage all office systems and ensure that staff and students are aware of and adhere to administrative policies and procedures.
2. Manage and support office administrative staff.
3. Ensure the insurance cover is adequate and current for all activities, including those outside the office.

4. Support the functions of the Company Secretary, including circulating board papers and minutes and managing board meeting schedules.
5. Minute taking at staff and management meetings.
6. Standardise and update stationery and form templates to ensure a consistent message is sent out internally and externally.


Human Resources

1. Administer personnel records and ensuring that all information held is current and correct
2. Liaise with the MCFB Board to ensure that all personnel procedures and policies are adequate, current, understood and adhered to by staff

3. Provide training & induction for new staff and students.
4. Update the student induction pack.
I T

1. Work in conjunction with the IT contractor to ensure that the IT systems & equipment are fully operational.
2. Support staff/students with IT troubleshooting and training.

3. Manage website content and updating regularly.


Building & Facilities Management

1. Joint responsibility with CEO in liaising with factor over terms of the lease and upkeep of the building. 
2. Oversee maintenance and repair of the office as and when required.
3. Ensure best use of furniture and other office resources and purchasing as required.
4. Source, negotiate and manage external facility, maintenance and utility contracts.
Health and Safety

1. Liaise with the MCFB Board to ensure that Health and Safety Policies and procedures are current.
2. With the support of the MCFB Board and CEO, ensuring Health and Safety duties are met.
3. Ensure staff and students are aware and adhere to Health and Safety policies and procedures.


Other
1. Involvement in the marketing and fundraising for the agency including, social enterprise management and fund /profile raising event organisation.
2. Fundraising administration.
THIS LIST IS NOT EXHAUSTIVE AND ANY OTHER DUTIES MAY BE ADDED AS NECESSARY

