NORTH BRISTOL ADVICE CENTRE (NBAC)

www.northbristoladvice.org.uk

Tel:  0117 9515751

Maternity Cover - 12 month contract
Job Title:




Office Manager
Responsible to:
  


CEO

Line Management responsibility:
Administration Team, cleaning support staff & Admin volunteers

Grade & Salary:
SCP 28 £24,419 + 4% contribution to a stakeholder pension.
Working Hours:
Monday – Friday 35 hours per week 

Holiday Entitlement:
25 days a year plus Bank Holidays. 
Closing date Noon on Monday 13th February 2012

Interviews on Friday 17th February 2012.  

Position to start as soon as possible
This job is not open to job share. 

Some evening/weekend work may be required



Main Purpose of Job

This role is to provide the management of NBAC’s office and resources to ensure the effective day-to-day operation of the organisation’s support requirements. It has specific responsibility of the Administration function within NBAC. 
As a member of the Management Team this role will ensure that core services are properly budgeted, managed, tracked and documented; that communications are coordinated; and that office procedures are implemented efficiently and are in accordance with NBAC standards.
As a senior strategic member of the organisation this role will support and deputise for the CEO as appropriate.
