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In all aspects of work, to comply with Alzheimer’s Support policies and guidelines, including equality implementation and health and safety precautions. 

The nature of tasks may vary from time to time without altering the level of responsibility.

Any authorised travel will be reimbursed at the current agreed rate.

JOB DESCRIPTION


	


 Office Manager





�





We are committed to the provision of a range of flexible services which give people with Dementia and their carers real choice, while maintaining as much independence and control over their lives as possible.





We believe that:





The interests of individual users should be safeguarded at all times;


Entitlement to service should exist regardless of gender, sexual orientation, cultural, religious or ethnic background:


The social, cultural, ethnic and religious background of all users should be respected.





JOB PURPOSE





To ensure that the administrative and customer service functions of Alzheimer’s Support run smoothly and that Alzheimer’s Support services are provided in an efficient and helpful manner











Location:	Alzheimer’s Support office, Park House, 1 Park Road, Trowbridge, Wiltshire.





Job Title:	Office Manager





Grade:	Scale Points 22-24 (Starting salary £19,621)





Hours of Work:	32.5 hours per week, 9am – 4pm Monday to Friday


	(Possibly rising to full time)





Responsible for:	Efficient customer service and administrative support to Alzheimer’s Support services and committees.  The supervision and support of Administrators and volunteers





Accountable to:	Alzheimer’s Support Chief Executive Officer on behalf of the  Executive committee 





Supervised by:	Strategic Manager

















Confidentiality	The post holder will be expected to abide by Alzheimer’s Support’s Confidentiality Policy at all times.





Meetings:


Organise and set up Alzheimer’s Support meetings including the AGM


Contribute to or attend the following meetings if required:


Operational Managers meetings


Executive Committee meetings


Finance Sub Committee


Quality Assurance Sub Committee 


Fundraising Sub Committee


Take minutes at meetings as backup to the Strategic Manager




















Staff Management:





To line manage and provide ongoing support to the administrators and volunteers.  Provide appraisal and six weekly supervision














Administrative Management:





Co-ordinate the provision of the office reception and ensure that the office is open at publicised and established times


Provide good customer service, information, support and low level counselling to office visitors and over the phone


Ensure efficient administrative support to Alzheimer’s Support services and committees


Ensure effective information/communication systems across Alzheimer’s Support both internally and externally


Ensure efficient office systems, including filing


Ensure efficient co-ordination of office diaries 


Ensure equipment is maintained in good working order


Provide I.T. support to staff and ensure the whole organisation backs up data in accordance with policies and procedures


Organise and set up Alzheimer’s Support events with Development Manager


Co-ordinate training events and workshops


Oversee recruitment administration


Ensure staff personnel files are maintained by administrators


Maintain training records


Assist with maintenance of the website


Assist with production of the Annual Report


Manage the office budget











Equal Opportunities:





The Office Manager will be expected to implement Alzheimer’s Support’s Equality policy in all aspects of their work.








Line Management responsibility:





The Office Manager has line management responsibility for the:


Administrators


Office Volunteers








Other Duties:


Maintain and update I.T. skills, for which time will be allocated


Attend supervisory sessions, staff meetings and attend training


Ensure payroll is completed by the Senior Administrator within allotted timescales


Co-ordinate the organisation’s volunteers


Arrange the Home and Community Support Service for clients in emergency or unusual circumstances


Maintain and manage the lone working rota 


As the need arises, occasionally participate in the ‘out of hours’ emergency rota list (answering telephone) 


Oversee office health & safety 


Monitor utilities and insurances for the office and ensure best value


Liaise with other relevant voluntary organisations in order to raise the profile of Alzheimer’s Support


Undertake any other duties commensurate with the post
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