	Centre for Local Economic Strategies (CLES)

JOB DESCRIPTION

	Position:
	Office Manager (Full Time)

	Reports to:
	Deputy Chief Executive

	Prepared:
	April 2017 

	Salary
	£21,000 - £30,000 

	MAIN PURPOSE OF JOB

To take responsibility for administrative support to all areas of the Centre for Local Economic Strategies (CLES). 

DUTIES

Finance 
· Maintaining the day to day finance processes using SAGE
· Producing quarterly management accounts with the assistance of the External Finance Manager 
· Producing draft budgets for approval by the senior management team and Board
· Sales Invoicing
Facilities management and support

· Interact with landlord and maintenance services as required

· Manage services and relationships with office/equipment service providers 

· Source/maintain/renew office equipment and furniture as required.

· Undertake operations duties as required
Personnel

· All administration required for staff recruitment and new staff
· Run payroll 
Office management

· Answering the telephone, filtering calls and dealing with enquiries

· Booking travel and hotels for colleagues
· Ordering stationary, office and computer supplies 

· Support the Chief Executive with diary management
· Updating the CLES website and undertaking desktop publishing
Board of Trustees

· Responsible for circulation of advance notice of board/remuneration committees

· Preparation of board papers

· Minute taking in Board meetings

· Appropriate filing and archiving of CLES Trust files
Communications, events and training 

· To support CLES’ communications, events and training activities  
Any other duties as requested by the Chief Executive and senior management team. 




