Centre for Corporate Accountability


Job Description

JOB TITLE:

Office Manager (Two and a half days/week)PRIVATE 

RESPONSIBLE TO:

Director

JOB PURPOSE:

To assist in the efficient functioning and administration of the Centre.

Salary:  
£19 - 23,000,  pro rata (depending on experience

Hours:  

21 hours (Two and half days)

Closing date:

5 pm, Thursday 30 December 2004 

Background to the Centre for Corporate Accountability

The Centre for Corporate Accountability is a national organisation concerned with improving worker and public safety through ensuring the proper enforcement of health and safety and other criminal laws. The Centre runs a Work-Related Death Advice Service that provides advice to families bereaved from Work-Related deaths, on how to ensure that the death is subject to adequate investigations and appropriate prosecution decisions. It also undertakes research and lobbies for changes in law and procedures. 

To read more about the Centre, see its website: www.corporateaccountability.org

The Centre is a small organisation which has been in existence since 1999. The new employee will be one of a team of five people (two of which are full-time).  

The Centre is located in City Road, London EC1, close to Old Street tube station. The offices are no smoking, and we regret that there is currently no proper disabled access.  The Charitable activities of the Centre are funded by the Joseph Rowntree Charitable Trust. 

SUMMARY OF MAIN DUTIES OF OFFICE MANAGER
1
OFFICE ADMINISTRATION
1.1 To act as first point of contact for all public enquiries, taking details of calls, referring to the relevant staff member where appropriate or providing the necessary information.

1.2 To answer basic enquiries about CCA's work and to maintain contact with other related organisations so that information is up to date.

1.3 To develop and maintain all computer and paper-based office and administrative systems, including – petty cash; incoming and outgoing mail; office equipment and supplies.

1.4 To provide administrative support to the Director and Caseworker, including research and organising and servicing meetings as required.

1.5 To service the Board meetings, and other relevant meetings held by the CCA.

1.6 To operate a system of “membership”, address lists, subscriptions and donations.

1.7 To supervise and organise the work of administrative volunteers.

1.8 To manage the office premises, including organising office refurbishment as funds allow.

1.9 To participate in mailshotting/distributing information to supporters and others connected with CCA as required.

2.
FINANCES
2.1
To be responsible for managing the organisation’s funds in conjunction with the Director – including bookeeping (involving monthly bank reconciliation)

2.2
Liasing with accountants and banks in relation to monthly payroll. To liaise with auditors to prepare the annual audit.

OFFICE ADMINISTRATOR


Person Specification
This person specification sets out the abilities and qualities that will be used when selecting for this post.  When completing your application form, please demonstrate your understanding and experience, where appropriate, of the points set out below.

Experience

1 Experience of organising your own workload, and of prioritising and taking responsibility for that work.  

2 At least two years’ experience of office administration.

3 Experience of working on your own initiative.

4.
Experience of Book-keeping.

5.  
Experience of maintaining and developing a wide variety of office systems in an office environment.

6.
Experience of composing your own correspondence.

7.
Experience of using computerised accounts.

8 Experience of dealing with a wide range of people on the telephone.

Skills, Knowledge and Abilities

1
Ability to spell and type accurately at a speed of at least 40 WPM.

2 Ability to use Apple Mac computers.

3
Ability to communicate clearly, in writing, in person and on the telephone.

4
Ability to deal with callers and correspondents appropriately.

5
Ability to deal with funding organisations and financial records.

6
Ability to understand and implement Equal Opportunities Policies.

7 Knowledge and understanding of charity administration, finances and relevant law

8 Ability to carry out basic bookkeeping and accountancy 

9 Ability to use internet and either willingness to train in, or of experience of web design

Attitudes

1
Commitment to CCA's Aims and Objectives in offering advice, information, support and campaigning in relation to public safety and corporate accountability.

2
Ability to work within a pressured environment with calmness, tolerance and in a professional manner.

