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Job Description
Job title: Office Manager
Responsible to: Chief Executive
Hours: 30 hours per week

Pay scale: £22,000 - £28,000 (pro rata)
Location: Aberystwyth
Purpose of the job: 

· To work alongside the Chief Executive in the execution of the Board of trustees’ policies. Providing leadership and effective management, and administration of the organisation. 

· To work with the Chief Executive to ensure that the Board receives appropriate advice and information on all matters enabling it to fulfil its governance responsibilities. 
· To work with the Chief Executive in matters of business, and lead operational matters in their absence.
· To provide risk management within the building ensuring that the legal health and safety requirements are met following advice from Croner. 
Core duties of the position are:
Working with the Chief Executive and the Board:

· Manage and maintain the policy review cycle, updating and submitting policy to the Board for ratification.
· Ensure the AGM is appropriately managed. This includes supporting the Board with the Trustee Annual Report, ensuring that AGM invites are sent out within the legal timescale, producing agendas, papers, and minutes.
· Manage the risk management document, updating in consultation with the CE and Operations Manager.
· Ensure that quality assurance is maintained, this will include managing the Mind Quality Management process 
· Develop, implement, and monitor business and strategic plans
· Work with the Finance Officer to ensure the Annual Return to Companies House and the Charity commission are submitted on time.
· Manage the Board minutes, minute taking in the Board of sub-group meetings, ensuring all papers are circulated appropriately.
· Update and maintain the Register of Persons with Significant Control in consultation with the CE and Chair
· Work with the Finance Officer under the direction of the Chief Executive and the Board where appropriate, negotiate the organisation’s insurance cover.
Organisation:

· Effectively lead an administrative team to deliver an efficient office function which supports organisational delivery: 
Ensuring that:
· The organisation is presented in an appropriate and professional manner to its Stakeholders.
· Building signage is kept up to date, branded appropriately and reflective of the organisation’s values.
· Open Hub statistics and the national Mind annual audit requirements are updated and delivered to deadline. 
· Website and social media platforms are managed and maintained.
· PAT testing process is managed and maintained the required standard.
Under the direction of the Chief Executive:
· Provide leadership and management to all staff and volunteers 
· Represent the organisation at external meetings.
· Deputise for the Chief Executive in their absence, ensuring that the essential requirements of their job description are maintained within the scope of this role
· Work with the Operations Manager to provide outcomes monitoring and statistical data on the services delivered.
General duties: 

1. Uphold and promote Mind Aberystwyth's policies and procedures including our equal opportunities policy.
2. To promote the services provided by Mind Aberystwyth.
3. To be responsible for the maintaining quality and consistency of Mind Aberystwyth's message, ensuring all activity is undertaken in such a way as will not compromise the good name of Mind Aberystwyth or its legal or financial liability.

4. Attend all training as required and attend external meetings as required.

To be prepared to work flexible hours including evenings and weekends and to travel occasionally throughout the UK when required.
The above list of duties is indicative only and not exhaustive. The Manager is expected to carry out all such additional duties as are reasonably commensurate with the role. 
Person specification:
Essential Criteria:
1. To hold a relevant qualification and or have a proven record of management at the level required for the post
2. Have a proven record of supporting the running of a busy office environment
3. Possess excellent organisational skills and proven ability to prioritise and organise work efficiently.
4. Experience of customer care, including handling challenging situations.
5. Ability to work unsupervised and on own initiative.

6. Good attention to detail and accurate record keeping with good literacy and numeracy skills.

7. Excellent interpersonal skills and the ability to liaise with people at all levels by telephone, face to face and in writing.

8. Proven ability to work alone and as part of a team.

9. Be creative and possess the ability and willingness to work in flexible and non-conventional ways.

10. Willingness to work flexible hours including evenings and weekends.
11. Willingness to undertake occasional travel throughout the UK.

12. Ability to use IT equipment including the Internet, email and office packages.
13. Ability to use social media platforms such as Facebook and Twitter.
Desirable criteria

1. Experience of working within the third sector
2. Direct or indirect experience of mental distress

3. The ability to communicate through the medium of Welsh

4. Experience of maintaining a website using a platform such as WordPress
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