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Office Manager
Job Title:

Office Manager
Reporting to:

Regional Quality and Compliance Manager 
Job Purpose: 

The main requirement of this post will be to supervise a team of Administration Assistants to ensure the day-to-day efficient running of the Administration office/Reception.  The Office Manager will establish, maintain, review and develop the administrative systems.
Responsibilities

Administration

1. Manage the Admin team’s work distribution to reflect the day-to-day requirements of maintaining an effective and efficient administration provision.

2. Oversee the production of monthly management information reports as required for ATD.

3. As part of the Admin Working Group produce, implement and review a full administration manual for use across Acacia Training and Development.
4. Undertake timely quality assurance audits as defined by the Admin Manual and ensure that all Admin staff adhere to procedures laid down in the Quality Assurance Manual, Requirements of Funding guidance documents and Awarding Organisation requirements. 
5. As part of the Admin working group effect cost savings in the central purchase of consumables. 
6. Be responsible for the lean agenda identifying cost savings and leaner ways of working, including centralisation of tasks where appropriate.

7. Oversee the purchase and provision of consumables, e.g. refreshments, etc., within the sites for which you are responsible.

Quality Assurance and HR
1. Maintain centre equipment inventory.

2. Complete annual check of staff driving documentation entering details on the QA Framework.

3. Maintain HR & Training QA Framework.

4. Maintain organisation charts for the sites you are responsible for and report changes to Central Office.

5. Be responsible for staff starter forms to ensure that log-ins to the ATD systems are provided.

6. Ensure staff leaver forms are completed and actioned to ensure that access is removed from any ATD on line systems.

Staffing

1. Be responsible for the recruitment, induction and on going development and training of a designated admin team. 

2. Undertake line management responsibility for the Admin Assistants and Resources Assistant /Admin Apprentices for your designated ATD sites.
3. Hold regular team meetings to ensure effective communication to your designated team of changes, updates, etc.
4. Hold regular staff reviews in accordance with the HR and Quality Assurance manual, encouraging each member of staff to develop their own knowledge and skills. 
5. Maintain sufficient admin cover within your designated sites by managing the holiday bookings for the admin team. 
6. Ensure the Admin team reflects a positive and professional image when dealing with enquiries from internal and external customers, whether face to face or over the phone.
Site Responsibilities

In liaison with the Regional Quality and Compliance Manager:

· Provide point of contact and support for the designated ATD premises and its contracts, i.e. waste management, utilities, meter readings, etc.
· Deal with day to day site facilities management, ensuring a safe and healthy environment is maintained at all times for staff, learners/visitors.
· Oversee site security, liaising with alarm services and utilities providers.  Ensure out of hours contacts have been provided to alarm services providers.
· Reporting any damages to premises or equipment, including IT hardware.

· Oversee cleaning services, including line management responsibility for a cleaner where applicable.

· Oversee printing services, liaising with Somerset Care IT department.

Equal Opportunities
To promote and act, at all times, in accordance with the Company’s equal opportunities policy.
Safeguarding

Staff must have a working knowledge of “Every Child Matters” and the Prevent Agenda as well as the organisation’s (ATD) own policy and procedures relating to safeguarding children and young people.

Confidentiality

Your attention is drawn to the confidential nature of this post.  Disclosures of confidential information or disclosures of any data of a personal nature can result in prosecution for an offence under the Data Protection Act 1984 or an action for civil damages under the same Act in addition to any disciplinary action which might include dismissal.
Health and Safety

Be responsible for holding and recording fire alarm tests and fire drills, as laid out in the Company Health & Safety Manual.

Maintain the annual Health & Safety planner for each site that you are responsible for, including carrying out identified activities, e.g. arranging PAT testing within the planned timescales.

It is the duty of every employee, under the provisions contained in the Health & Safety at Work Act 1974, to adhere to the employer’s Health and Safety polices and to ensure that they:

1. Take reasonable care of themselves and for others at work.

2. Co-operate with the company, as far as necessary, to enable them carry out their legal duty.

3. Do not to intentionally or recklessly interfere with anything provided (including personal protective equipment) for health and safety reasons or welfare at work.

4. Report any accident or untoward incident, to take appropriate remedial action as appropriate and to report fully to the Regional Quality and Compliance Manager.

A copy of the current Health and Safety Manual is available on the Intranet.

Please Note

This job profile is not an exhaustive list of duties, but is intended to give a general indication of the range of work undertaken and will vary in detail in the light of changing demands and priorities within Acacia Training and Development Ltd.  Substantial changes in the range of work undertaken will be carried out in consultation with the post-holder.

Person Specification – Office Manager
	Criteria


	Essential
	Desirable

	Experience


	Minimum of two years experience in managing staff
	Facilities Management experience

	Leadership


	Good leadership and team management skills

Ability to inspire and motivate others to achieve team goals

Effective delegation skills
	Experience in a senior manager role, providing a strategic perspective across an organisation

Experience in managing the under performance of staff

	Education, Training & Qualifications

	Level 2 Business Administration qualification
Good general education to GCSE/CSE or equivalent
	

	Skills & Attributes


	Good team leadership and motivation skills


Excellent communication and interpersonal skills

Good verbal, numeric and literacy skills

High attention to detail

Proficient in the use of the Microsoft Office Suite
	Appraisal and performance skills

Effective in time management and prioritising work, with good problem solving skills



	Knowledge


	Understanding of confidentiality and Data Protection


	Knowledge of Safeguarding regulations including the Prevent Agenda
Knowledge of the latest Ofsted Common Inspection Framework 

Knowledge of SFA Rules of Funding

	Personal 

Characteristics 


	Ability to remain calm under pressure


Positive outlook with a ‘Can Do’ attitude


Team player

Reliable and committed

Honest with a respect for confidentiality

Professional appearance

Approachable with good listening skills 
	Forward thinking and innovative
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