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Job Title Office Manager
Salary £30,268- £32,969 (permanent)  
Hours 35 hours per week
Responsible to Service Manager, CEO and Board Members

Main and General Responsibilities

The main responsibilities of the post include the following;
Manage day-to-day financial management of the charity including invoices, staff expenses and provision of payroll information to the Service Manager and CEO.
Maintain GDPR principles and ensure Data Protection Certification is maintained.
Act as first point of contact for communications by phone, email and in person.
Responsible for office management (eg health and safety, supplies)
Responsible for handling HR administration including supporting Service Manager with recruitment, induction plans and managing staff leave ensuring good practice.  
Provide administrative support to the Recovery Scotland Team  
Support the Team Leaders with coordination of Recovery Scotland volunteers.
Ensure compliance with Disclosure Scotland for staff and volunteers


The general responsibilities of the post include the following:
Receive and check all invoices prior to payment, liaising withe manager and CEO, whilst establishing and maintaining appropriate records 
Process, record, and bank all cash transactions 
Negotiate with supplier contracts & liaise with providers as a named contact for the charity  
Purchase ordering 
Liaising with the charity’s CEO and Treasurer regarding tax codes, expenses, and any other required record-keeping
Responsible for stock keeping and re-ordering of merchandise, stationery and supplies 
Support for fundraising and community 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 
Management of MS outlook calendars for shared spaces · 
Organisation and administration associated with internal training for the team and external training with professionals and education providers
Support with adherence to Health and Safety requirements associated with our premises i.e. first aid, fire safety and PAT testing etc. 
To undertake any other duties which 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.


1. Provide administrative, financial, and human resources management and support to the Chief Executive and Management Team and staff.

2. Ensure that financial processes and procedures are effective, meeting company and staff needs and are enhanced to improve efficiency

3. Providing reception duties by answering telephone calls, passing on messages and taking referrals in a professional and appropriate manner and recording accurately.

4. Processing of all incoming and outgoing postal and email, ensuring enquiries are responded to or re-allocated efficiently  

5. Maintaining and contributing towards the development of manual and electronic records and data base systems through recording, collating and inputting data ensuring the processes meet relevant Data Protection requirements

6. Processing and inputting data on relevant national and local databases on behalf of staff, volunteers and students in a timely manner.  This includes internal staff information relating to Holidays, Sickness and Training 

7. Ensure that financial processes and procedures are effective, meeting company and staff needs and are enhanced to improve efficiency


8. Developing and maintaining registers for the organisation’s assets including office equipment, mobile phones, furnishings and IT equipment. 



9. Responsible for timely invoice settlement to suppliers, maintaining clear records of payment and completing end of month account reconciliation, reporting directly to the Chief Executive 

10. Process Petty Cash for the Core Activities and support the Recovery Community with reconciliation and collections from the Bank. 

11. Order any goods required for the Charity and Recovery Teams, including stationery, office supplies and provisions, ensuring correct allocation against budgets

12. Complete Induction with new members of staff, ensuring they have relevant ID Badges, Office Introduction, IT access and mobile phone equipment.

13. Support Recovery Scotland streamlining online HR processes and systems.

14. Facilitating and supporting meetings face to face and online.

15. Providing support to the Recovery Scotland Board meetings and the Annual General Meeting when required, producing clear Minutes detailing the meetings.

16. Support the coordination and supervision of all volunteer or placement administrators. 

17. To carry out other duties and tasks that Recovery Scotland might reasonably require.



Skills and Experience 
Essential: 
Experience in a similar or related Office Manager role · 
Excellent and demonstratable computer literacy & proficient user of MS Office packages. 
Excellent time management and planning capabilities with ability to be adaptable and prioritise competing demands 
Ability to manage administrative tasks with rigour and maintain accurate records.
Excellent numerical skills. 
Excellent knowledge and skills in the application of GDPR principles in a charity.
Ability to work autonomously and as part of a team  
Excellent interpersonal skills
Proficient with Health & Safety legislation in the workplace 

Desirable: 
Professional qualification in a related subject 
Experience of working in the voluntary sector 
Understanding of resilience and recovery 
Experience working with volunteers and community members

Staff Benefits
Annual leave 33 days annual leave and 6 statutory days leave.
Pension Recovery Scotland can match 10% of employer’s contribution to NEST.
Travel Expenses 45 pence per mile


Application details 
Please complete the Recovery Scotland application form and equalities monitoring form and send to enquiries@recoveryscotland.org.uk 
Informal enquiries to Interim Service Manager, Janet Hamill jhamill@recoveryscotland.org.uk 
Closing Date noon 23/05/25
Interview Information 02/06/25 at Vicar Street, Falkirk
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