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A Registered Charity No. 1078816


A Company Limited by Guarantee No. 3872439

Immigration Advice OISC Ref:  N200100496





Situation Vacant: Office Manager

· Salary £18,000 pro rata (based on a 37 hour week). 

· 30 hours per week. 

· Temporary contract for 3 months, with possibility of extension. Would suit a secondment.

· Based in NRC’s main office in Scotia Works, Sheffield.

The post holder will enable NRC to function effectively by:


· Supporting the Chief Executive and other managers

· Ensuring effective communications

· Maintaining effective administrative and financial systems

· Managing NRC offices on a day to day basis.

We are looking for a motivated and competent team player.

To apply, submit a written expression of interest by 5pm on Wednesday 11th January 2006.

Address for expressions of interest:

Finance and Resource Manager, Northern Refugee Centre, Scotia Works, Leadmill Road, Sheffield, S1 4SE.

Interviews will be held on Monday 16th January 2006.

To discuss this post and for further information, contact: 

Raymond Hadley, Finance and Resource Manager, 0114 2412733,

or Jim Steinke, Chief Executive, 0114 2412731. 

The NRC aims to be an equal opportunities employer. We particularly encourage applications from refugees. 

For further information on Northern Refugee Centre, please see our website, www.nrcentre.org.uk.

Attachments: Job description and person specification.

NORTHERN REFUGEE CENTRE

JOB DESCRIPTION

Job title:

Office Manager
Responsible to:  
Finance and Resource Manager
Supervision of:
Office volunteers
Salary:
£18,000 pro rata based on a 37 hour week. (subject to review)
Purpose of job:
To enable NRC to function effectively by supporting the Chief Executive and other managers; ensuring effective communications; maintaining effective administrative and financial systems; and managing NRC offices on a day to day basis.
Hours:

30 hours / week
Holidays:
25 days plus English Bank Holidays pro rata
Start date:
The successful candidate will be expected to start as soon as possible after recruitment process.  The contract is for a period of 3 months with a possibility of extension.
Working arrangements

The post holder will work a 30-hour week and be based at the NRC office in Sheffield. Some flexibility is essential, as the post holder may need to attend meetings, training and other events outside normal working hours and outside the Sheffield area. 

The Northern Refugee Centre does not have dedicated administrative workers and therefore members of staff are self-serving in typing and administration.  All staff are expected, where necessary, to support and assist their colleagues in the carrying out of their duties and to contribute to the general administration of the office.
The NRC is a relatively small organisation and therefore the post-holder may be required to perform work not specifically referred to above.  Such duties, however, will fall within the scope of the job, at the appropriate grade.  This job specification will therefore be subject to periodic review with the post-holder to ensure it accurately reflects the duties of the job.  

MAJOR DUTIES AND RESPONSIBILITIES

Equal opportunities

1. To actively promote the aims, core values and equal opportunities of Northern Refugee Centre.
Office Management
2. To provide administrative back up for Chief Executive, Finance and Resource Manager, and other managers where applicable. This includes:

-
administrative and secretarial duties

-
diary management
-
liaison with a wide range of internal and external contacts
-
drafting correspondence
-
supporting NRC’s Board of Directors and sub-committees
3. To develop and implement effective financial and administrative systems. This includes:
· petty cash
· staff salary details, 
· holiday records,

· time sheets, 
· sickness records, 
· personnel files, and 
· contracts of employment.
4. Day to day office management. This includes:
· communication with the landlord and the tenants committee, 
· arranging repairs and maintenance of equipment, 
· administration of maintenance contracts, 
· maintaining appropriate stock levels of stationery, photocopier supplies and other equipment, and 
· other duties to ensure smooth running of the organisation.
5. To be an active member of the Quality Task Team and the financial sub-committee, overseeing quality systems and financial control respectively in NRC.
6. To take a lead role as a Health and Safety officer for NRC.
7. To manage telephone enquiries effectively.
8. To service staff meetings and other task group meetings as appropriate.
9. To ensure effective internal and external communications.

Administrative Duties

10. To ensure in combination with other staff that information and administrative systems are maintained and developed.

11. To maintain up to date records and ensure good administration of files and papers within agreed practice.

12. To prepare routine reports, including basic statistics relating to service activity, for management and NRC’s Board of Directors.

13. To act as a key-holder for the office.

Service Development

14. To develop high quality and mutually beneficial opportunities for volunteers within NRC’s main office base, and to manage and develop volunteers in that role.

15. To assist in the development, co-ordination and planning of NRC’s services and internal financial and administrative systems
16. To provide training (where appropriate) to other NRC staff and volunteers.

17. To represent the NRC at local, regional and national conferences etc. as appropriate.

18. Attend and contribute to external training organised by/for NRC

Personal Development 

19. To identify own training and development needs and undertake training as necessary.

Other duties

20. To work as a team member and contribute to the general activities of NRC.

21. To assist with the planning and organisation of events arranged by the NRC.

22. Other duties of a reasonable nature as determined by the post-holders supervisor, from time to time, in consultation with the post-holder.

EQUAL OPPORTUNITIES STATEMENT

As part of its recruitment policy, the Northern Refugee Centre intends to ensure that no prospective or actual employee is discriminated against on the basis of race, gender, nationality, marital status, sexual orientation, employment status, class, disability, age, religious belief or political persuasion, or is disadvantaged by any condition or requirement which is not demonstrably justifiable.

NORTHERN REFUGEE CENTRE

PERSON SPECIFICATION

JOB TITLE:

Office Manager

Your application form should show clearly how you meet the requirements for the post set out below.  You must not assume that your experience speaks for itself.
	1. 
	Experience.


	Essential / Desirable

	1.1
	At least 3 years experience working in a paid administration role.
	E

	1.2
	Experience of financial management.
	E

	1.3
	Experience of supervising or managing staff or volunteers.
	D

	
	
	

	2. 
	Skills, knowledge and abilities.


	

	2.1
	Excellent organisational skills and an ability to prioritise and manage own workload within a pressurised environment.
	E

	2.2
	Excellent IT skills, including word processing, database, spreadsheet, email and internet.
	E

	2.3
	Ability to work accurately with money and with figures.
	E

	2.4
	Ability to devise effective monitoring and evaluation systems
	E

	2.5
	Ability to work on own initiative or as part of a small team.
	E

	2.6
	Ability to facilitate and provide training to colleagues.
	E

	2.7
	Ability to communicate effectively with people from a wide range of backgrounds – both individually and with groups.
	E

	2.8
	An understanding of the importance of confidentiality.
	E

	2.9
	Commitment and understanding of equal opportunities and sensitivity to working in a multi-cultural organisation.
	E

	2.10
	Knowledge of Quicken.
	D

	2.11
	Experience of organising meetings and conferences including minute taking, agendas.
	D

	2.12
	Awareness of the issues currently affecting refugees and asylum-seekers in the U.K.

	D
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