

Job Advert – Online Advertising 
OFFICE MANAGER
Deaf Services Lanarkshire
Location: Fountain Business Centre, Coatbridge
Future relocation: Shawhead Community Centre
Hours: 35 hours per week
Salary: £33,000 – £38,000 per annum
Annual Leave: 30 days per annum, inclusive of 9 bank holidays
Closing Date: 30 September 2026
About Deaf Services Lanarkshire
Deaf Services Lanarkshire is a community-focused charity providing essential services to the D/deaf community and the wider community.
Our services include professional interpreting, training and translation, as well as social and community activities.
We are looking for an organised, professional and committed Office Manager to join our team and play a key role in the effective day-to-day running of the charity.
About the Role
This is a varied and important role within the organisation. You will oversee office administration, support staff and volunteers, coordinate interpreting and training services, assist with financial and grant administration, and contribute to the delivery of our social and community activities.
You will work with staff, interpreters, volunteers, service users, partner organisations and external stakeholders, so excellent communication, organisation and interpersonal skills are essential.
The Office Manager will initially report to the Service Manager and thereafter to the Board of Trustees.
Key Responsibilities
Office & Administration
· Manage the day-to-day operation of the charity office.
· Maintain effective administrative systems, records and databases.
· Deal with incoming calls, emails and general enquiries.
· Support leadership with scheduling, correspondence and reporting.
· Coordinate communication between staff, interpreters and volunteers.
Interpreting Service Coordination
· Assist with scheduling interpreters for community, medical, legal and social service assignments.
· Maintain interpreter and volunteer databases.
· Communicate assignments, policies and updates clearly and promptly.
· Track completed assignments for reporting, billing and grant purposes.
Client & Community Support
· Act as a key point of contact for service users, partner organisations and funders.
· Coordinate service documentation and confirmations.
· Support service quality, accessibility and community engagement.
· Assist with social and community activities.
Finance & Grant Administration
· Assist with invoicing, expense tracking and bookkeeping using Xero.
· Support budgets, project proposals and project management.
· Maintain information required for grant reporting and funding applications.
· Maintain donation and grant-related records.
· Manage office supplies and service resources.
Staff Support, Compliance & Safeguarding
· Provide day-to-day supervision and support to staff.
· Organise staff meetings and regular updates.
· Coordinate staff training and development.
· Support sickness and absence management.
· Ensure HR, Health & Safety, safeguarding and data protection procedures are followed.
· Support required staff reviews and organisational reporting.
· Maintain a high level of confidentiality and professionalism.
About You
We are looking for someone who is highly organised, approachable, proactive and reliable, with the ability to manage competing priorities in a busy community-based environment.
You will have:
· Experience in office management, charity/non-profit administration or a similar role.
· Excellent organisational and time-management skills.
· Strong communication and interpersonal skills.
· The ability to manage multiple tasks and priorities.
· A high level of discretion, confidentiality and professionalism.
· Good knowledge of office software and database systems.
· Experience using digital accounting systems, particularly Xero.
Desirable Experience & Qualifications
It would be advantageous if you have:
· Experience working within a charity or non-profit organisation.
· Experience or knowledge of interpreting, translation or language services.
· Knowledge of grant reporting and funder requirements.
· BSL Level 3 or above, or experience as a member of the D/deaf Community.
· Higher-level English (SCQF Level 6) or equivalent.
· Experience working with diverse communities.
What We Offer
· £33,000 – £38,000 per annum
· 35 hours per week
· 30 days annual leave, inclusive of 9 bank holidays
· The opportunity to work for a community-focused charity making a positive difference to D/deaf people and the wider community.
· An inclusive and supportive working environment.
Equality, Diversity & Inclusion
Deaf Services Lanarkshire is an equal opportunities employer committed to creating an inclusive workplace where everyone can thrive.
We welcome applications from people of all backgrounds, including candidates who use the Access to Work scheme.
Reasonable adjustments are available throughout the recruitment process and during employment. If you require any support or adjustments, please let us know so we can make appropriate arrangements.
How to Apply
CVs are not required.
Please complete the Deaf Services Lanarkshire Application Form and submit your completed form by email to:
Sylvia
📧 sylvia@deafserviceslanarkshire.co.uk
☎ 01236 604808
Closing date: 30 September 2026
Only completed application forms will be considered.
We would love to hear from candidates who are passionate about supporting D/deaf people, strengthening our community and helping us deliver high-quality services.
Join Deaf Services Lanarkshire and help make a difference.




