Office Manager
JOB DESCRIPTION

Job Title: 
Office Manager
Hours:

35 hours per week (9.30am-5pm with 30 min break or 9am-5pm with 1 hour break)
Days: 

Monday to Friday

Contract:
Permanent
Location: 
Based at our day centre (52 East Hill, SW18 2HJ) – this is not a remote role
Salary: 
£24,529 per annum
Reports to:
Day Centre Leadership Team and Executive Team
Purpose of Role:
We opened our Day Centre for older people, adults with disabilities and adults with dementia in October 2021. The Office Manager role is a new position that will provide a wide variety of operational support to the Day Centre Leadership Team as we are embedding and growing our Day Centre offering and increasing the number of clients who attend the Day Centre and the types of services they receive.
We also support older Wandsworth residents in the following groups with outreach in the community and with activities in the Day Centre: BAME; digitally isolated; financially isolated; LGBTQ; socially isolated; women; and those with, or at risk of, mental and/or physical ill health and disabilities.
Main Duties and Responsibilities:
1. Support the Day Centre Leadership Team in the day-to-day operation of the Service. This will include, but will not be limited to:
- being the first point of call (in person, on the telephone or by email) to all stakeholders
- organising attendance of clients to the main Day Centre service
- liaising with key contacts, such as social workers and unpaid carers

- promoting a positive environment and ensuring the health and safety of all visitors to the Day Centre and acting in accordance with key policies and procedures, such as Safeguarding, Health and Safety, Fire Safety, etc
- supporting with client community activities and events, such as coffee mornings, health talks, etc.
2. Manage record keeping of clients, such as:
- maintaining attendance lists, including following up on absences, hospital visits, etc
- keeping the client database up to date

- logging compliments and complaints and associated administration
- administering and analysing feedback surveys for clients and unpaid carers
- completing the monthly spreadsheet with client data for the funder. 
3. Manage HR processes for staff, such as:

- personnel files
- DBS checks

- sickness absence records
- support the CEO with the recruitment of new staff
- support the CEO and leadership team with management of any other staff information or procedures, as required. 

4. Oversee all aspects of the operation of the Foot Clinic (and Hair Salon, when it is set up), including:

- management of the seconded foot care assistants and any other external staff

- diarising appointment days
- managing stock
- invoicing and payments
- managing client bookings.
5. Work closely with the Finance Team and manage the financial elements of the Day Centre, including:

- food payments
- online food ordering and visits to the cash and carry for bulk purchases
- tuck shop
- stationery and photocopying resourcing
- activities and equipment resourcing
- any associated financial administration, such as purchase orders, invoicing, stock taking, petty cash, and banking cash.
6. Thoughtfully review and monitor service delivery within own remit with the aim of improving the quality, flexibility, responsiveness and effectiveness for clients.
General:
7. Take responsibility for developing own knowledge in all areas within the Day Centre and the wider organisation and participate in any training opportunities available.

8. Work within all of Age UK Wandsworth’s policies and procedures, ensuring these are carried out in relation to the role. 
9. Undertake any clerical or administrative duties and responsibilities as appropriate to the role or as requested by the Day Centre Service Leadership Team and Executive Team.

10. Attend staff meetings and actively participate and constructively respond to regular supervision, feedback and training.

11. Undertake any other duties to support the Day Centre operations and as may be deemed necessary by the Day Centre Service Coordinator and Executive Team.

This job description will be reviewed on a regular basis and may be subject to change, particularly as the needs of the service and clients change. All staff at Age UK Wandsworth are required to undergo DBS checks and to regularly participate in safeguarding training. 
PESRON SPECIFICATION 

1. Excellent IT skills, oral and written communication skills, and attention to detail are essential for this role. 

2. A friendly, open personality, with an ability to communicate with a diverse range of people, including health and social care professionals and VIPs such as auditors, inspectors, councillors, the Mayor, commissioners. 

3. The capacity to be flexible, manage change, and use initiative when faced with challenges encountered in a busy Day Centre environment is vital for this role. We can guarantee that no two days will be the same. You will need to maintain a calm demeanour when interacting with a variety of stakeholders and have a good sense of humour when working with our clients due to their specific needs. 

4. Ability to independently organise, prioritise and plan a diverse workload to meet deadlines. 

5. Experience of working with confidential data is desirable and a commitment to the principles of GDPR is essential. 

6. Experience of cash handling and financial management is desirable, but an eye for detail is what is essential, and we can offer the necessary training in financial processes. 
7. Experience of supporting and working with older people, adults with disabilities and adults with dementia is desirable. 
8. Experience of recruiting, working with and supporting volunteers (or less experienced staff) is desirable and we would like you to have one or more volunteers to support your role. 
9. Last, and most importantly, a commitment to doing what it takes to making sure everyone is safe and happy at the Day Centre and be willing to muck in and get your hands dirty, without being asked. 
