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	Job Title
	Office Manager


	Salary
	£26,602 pro rata


	Hours  
	30 hours a week office based, Monday - Friday 


	Responsible to: 
	Head of Operations


	Key working Relationships: 

	Staff/Families/Volunteers/External Agencies/Suppliers

	Experience:
	Essential: 
· Experience in a similar or related administrative role 
· Strong computer literacy & proficient user of MS Office packages. 
· Excellent communication skills both written and verbal including the ability to capture Minutes 
· Effective time management and planning capabilities with ability to cope with and prioritise competing demands 
· Ability to complete office administrative tasks with attention to detail and maintain accurate records. 
· Strong numerical skills. 
· Experience working with confidential & sensitive information
· Ability to work as an individual and as part of a team
· Able to work on own initiative, a self starter 
· Competent in holding difficult & emotive conversations with vulnerable people 
· Confidence in interacting with others incl. staff members, volunteers, bereaved families, partners, stakeholders and service providers
· An understanding of Health & Safety requirements in the workplace
· Comfortable with occasional lone working

Desirable:
· Professional qualification in a related subject 
· Experience of working in the voluntary sector
· Understanding of bereavement care
· Experience working with and supporting volunteers
· Knowledge of HR Administraiton 

	Regular place of work:
	Held In Our Hearts’ Craiglockhart Office, Craiglockhart Tennis Centre, 177 Colinton Road, Edinburgh, EH14 1BZ
Some travel will be required for meetings and events on an ad hoc basis.



Role:

Join us as Office Manager for Held in our Hearts – a charity with a big heart and big ambitions

Are you passionate about being part of a team who support individuals and families who have experienced baby loss across Scotland, and do you have a background or expertise in Office and Administration Management? 

This is an exciting time for Held In Our Hearts and the post holder will be able to utilise their skills and experience to ensure that the administrative support and office management function of the charity is competently undertaken; contributing to the smooth day to day running and sustainability of the charity.  The successful applicant will be at the very heart of the core support function for Held In Our Hearts! 

More about us:

Held in our Hearts is a small but mighty and growing Scottish charity providing baby loss counselling and peer support to families. We have over 40 years’ experience of offering compassionate bereavement care to individuals and families and working closely with a range of partners including the NHS, Scottish Government and the third sector.

Our values of empathy, connection and love underpin all that we do and guide us as we continue to grow and expand our services and reach.  Our support services include counselling, one to one peer support, our innovative early intervention Hospital to Home service, group support and events.

[bookmark: _Int_XN1zyqF8]In recent years, we have expanded our team and extended our geographical reach to bereaved families from Edinburgh and the Lothians to Fife, Forth Valley and the Highlands.

	Job Summary

	This role is integral to the charity, ensuring that the office runs smoothly day to day and that the senior leadership team are supported in all aspects of running the charity. 

	Key responsibilities
	· Act as first point of contact for communications by phone, email and in person
· Responsible for office management
· Support with day-to-day financial management of invoices, staff expenses and provision of payroll information to the Finance Director
· Responsible for handling basic HR administration including supporting Head of Operations with recruitment, induction plans and managing staff leave
· Provide administrative support to the Senior Leadership Team
· Additional administrative support to the wider team, especially for fundraising events, as agreed with line manager 
· Support and coordination of 1-2 office-based volunteers


	General Responsibilities

	· Receive and check all invoices prior to payment and pass details to Finance Director, keeping appropriate records
· Process, record and bank all cash transactions
· Negotiate deals on supplier contracts & liaise with providers as a named contact for the charity
· Purchase ordering
· Liaising with the charity’s Finance Director regarding tax codes, expenses, and any other required record-keeping, including Gift Aid claims.
· Management of webshop and basic updates to website
· Management of generic info email mailbox
· Responsible for stock keeping and re-ordering of merchandise, stationery and supplies. 
· Support for fundraising and awareness events 
· Ensure that the office(s) are well-maintained and fully supplied, making purchases as necessary; including preparation for office based internal and external events
· Minute taking
· Management of MS outlook calendars for shared spaces
· Postage of items utilising our franking machine & couriers when required
· Organisation and administration associated with internal training for the team and external training for healthcare professionals and corporates 
· Support with adherence to Health and Safety requirements associated with our premises i.e. first aid, fire safety and PAT testing etc.
· Ad hoc tasks as required by the team
· Maintain confidentiality of personal information relating to staff and supporters
· Flexibility to work occasionally at weekends and evening, for which time off in lieu will be given 
· Provide cover for colleagues as needed. 
· To undertake any other duties which reasonably fall within the scope of the role.
· This is an outline Job Description and may be subject to change, according to the needs of the service, in consultation with the post holder.

	In addition



	· The post-holder will have access to confidential data within Held In Our Hearts. Failure to maintain confidentiality will lead to disciplinary action, which could ultimately lead to dismissal.
· Held In Our Hearts is committed to Equal Opportunities for all present and potential members of staff. Therefore we expect all employees and volunteers to understand, support, and apply this policy through their working practices which requires all individuals to be treated with respect, dignity, courtesy, fairness and consideration. 
· The post holder must familiarise themselves with matters relating to health and safety management as they affect them personally and/or Held In Our Hearts, reporting any potential risks to life or property immediately in accordance with the charity’s Health and Safety policy and procedures. They must use all equipment provided to undertake their role safely.

	GDPR information
	· If you apply for this role, we would like to keep this data until our open role is filled. We cannot estimate the exact time period, but we will consider this period over when a candidate accepts our job offer for the position for which we are considering you. When that period is over, we will either delete your data or inform you that we will keep it in our database for future roles.
· Here’s a link to our privacy policy - https://heldinourhearts.org.uk/privacy-policy/ In this policy, you will find information about our compliance with GDPR. You can find how to send us a request to let you access your data that we have collected, request us to delete your data, correct any inaccuracies or restrict our processing of your data.
· You have the right to lodge a complaint about the way we handle your data and you can contact us on info@heldinourhearts.org.uk or on 0131 622 6263 for more information or concerns. Alternatively, you can make contact with the Information Commissioner’s Office (ICO), which is the independent regulatory authority who exist to uphold information rights in the UK. For more information, visit their website or call their helpline on 0303 123 1113.

	Staff Benefits
	· Immediate entry to the company’s group life assurance benefit scheme of 4 x your basic annual salary.
· Employee Assistance Programme
· Following 3 months’ service you will be (subject to eligibility) entitled to opt into the company pension scheme. The company will pay a contribution of 3% of your salary. You may be required to make a personal contribution, as required under auto enrolment legislation, which will be deducted from salary.
· Public holidays not given, but extended holidays gifted over Christmas and New Year
· 35 days of annual leave pro rata

	Application details
	Please email your CV and covering letter direct to GemmaN@heldinourhearts.org.uk 

	Closing date
	12 noon on Thursday 31st October 2024 

	Interview information 
	Interviews to be held in person at our Craiglockhart Office in Edinburgh on Thursday 7th November 
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