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Portobello Transition Town



Office Manager

PEDAL – Portobello Transition Town

Conditions

Salary: £23,000 per annum on a pro rata basis

Hours: Part-time – 21 hours per week.

As the workload is highly dependent on the other activities of the organisation, the post-holder will need to be flexible in their work hours.  This may mean working more days in some weeks than others, and will on occasion involve working at weekends and evenings, for example in the run up to a large event.  Such conditions will be discussed and negotiated in advance with the Development Manager.

Pension contribution: there is no employer’s pension contribution; however this is reflected in the salary.

Holidays: 25 days annual leave per annum plus 10 days public holidays on a pro rata basis

Notice period: 4 weeks.

3-month probationary period to be completed.

This post is dependent on PEDAL securing funding from the Scottish Government’s Climate Challenge Fund. If funding is secured, the post will be time limited until the end of March 2012.

Place of Work

You will be based at the PEDAL office, Unit 1A, The Stables, 38 Baileyfield Road, Edinburgh, EH15 1NA.

Job Purpose

To manage the PEDAL office, provide administrative support to the PEDAL staff team and PEDAL Board, manage day-to-day finances and keep financial records.

Responsible to

Development Manager

Duties

Ensure the PEDAL staff team receive effective administrative support 

· Set up and operate administrative systems as required, including but not exclusively digital and paper filing and information systems, and ensure data is backed up.

· Maintain a shared (electronic) diary for the PEDAL team.

· Arrange appointments, book venues, and make travel arrangements for staff as required.

· Support the Board of directors by organising meetings, ensuring papers are provided, and booking rooms as required.

· Assist with project related administrative work as required.

Provide reception and first point of contact

· Ensure a professional and friendly first point of contact for PEDAL is provided.

· Ensure all public enquiries are dealt with promptly and effectively either by e-mail, telephone or face to face.

· Take and receive messages.

· Provide information on all aspects of PEDAL’s work to the general public.

Maintain PEDAL communications

· Develop and maintain the PEDAL database of contacts.

· Send out hardcopy and electronic mailings, newsletters, etc.

· Maintain and update the PEDAL Website.

· Oversee new member applications from initial enquiry to Board approval.

Maintain financial systems including book-keeping

· Maintain income and expenditure records.

· Deal with the bank and carry out monthly bank reconciliations.

· Liaise with the accountant to ensure accurate records are maintained and timely financial reports provided.

· Prepare a monthly budget and cashflow report.

· Assist with the preparation of funding applications.

· Assist with meeting financial monitoring and reporting requirements of funders.

· Submit grant payment claims in a timely manner.

· Prepare the organisation’s year end accounts ready for audit.

Organise meetings and events

· Assist with organising and running events as required.

· Book venues, accommodation, catering etc.

· Take bookings for PEDAL events.

Manage the PEDAL office, its routines and resources effectively and efficiently

· Manage Human Resource procedures including staff and volunteer expenses, staff absence, leave records, health & safety and other procedures.

· Maintain office equipment including organising repairs and attending to faulty equipment as required.

· Ensure smooth operation of IT systems including liaison with our IT service provider to resolve any problems as quickly as possible.

· Establish and maintain a purchase order system, place orders, and ensure prompt delivery and payment.

· Process incoming and outgoing mail.

· Maintain stationery supplies.

· Maintain an up-to-date asset register.

· Ensure the PEDAL office meets relevant health & safety standards.

General

· Arrange and book training for other staff.

· Take part in regular team meetings.

· Participate in regular supervision sessions with the Development Manager.

· Undertake own learning and development, including attendance at training courses as needed.

PERSON SPECIFICATION

Essential

· Successful experience of managing an office or a similar role.

· Evidence of excellent organisational skills.

· High level of computer literacy – preferably in Microsoft Office, databases, and e-mail / the internet.

· Excellent interpersonal and written communication skills.

· Skills in setting up paper and digital filing systems and backing up data.

· Experience in book-keeping and preparing financial reports.

· Well organised and efficient but also flexible.

· An ability to work to deadlines.

· Keen to work as an integral part of a small team. 

· Clear commitment to the values of PEDAL 

Proven ability in the workplace is more important than formal qualifications.

Desirable

· A high level of knowledge of book-keeping software or financial spreadsheets.

· Experience of working in a small NGO or community organisation.

· Experience of using WordPress.

· Experience of using CiviCRM.

· Experience of grassroots action on environmental or social issues.

