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RECRUITMENT INFORMATION PACK


OFFICE MANAGER 
October 2017

Welcome 

Thank you for your interest in applying to the School for Social Entrepreneurs. We have put together some information below which we hope will help you understand the organisation and the role.  For more information please visit www.the-sse.org.  

About the School for Social Entrepreneurs

The School for Social Entrepreneurs (SSE) is the leading UK provider of learning programmes that support and develop social entrepreneurs: individuals working entrepreneurially to create social benefit. We support people to start, sustain, and scale social enterprises, charities and community projects that create lasting social change.

From our offices in London Bridge we run a wide variety of programmes for London-based social entrepreneurs and social sector leaders, ranging from one day workshops to year-long learning programmes. Our learning programmes are practical and action-focused, comprising action learning sets, study sessions, expert witnesses, project visits and individual tutoring and mentoring. Some of our programmes are accompanied by grant funding for participants. 

In addition to our work in London, SSE has a network of Schools comprising eight schools across the UK, one in Canada and one in India. We work closely with our network of schools supporting them to become financially sustainable, to provide social entrepreneurs with high quality learning and support, and to manage and develop the SSE brand and external communications. In the UK we also fund and manage a number of national programmes which are delivered locally through our UK schools network. Across the entire network we work with 1,000 students a year.

SSE is a registered charity and company limited by guarantee, established by serial social entrepreneur Michael Young in 1997.

JOB DESCRIPTION

Role Purpose

· To support the day to day running of the SSE Central office.
· To provide HR Administrative support to the SSE Central staff under guidance from the Head of Finance and Resources. 

Key Responsibilities

Manage the SSE Central Office 
· Assist with the project management of office and premises changes, including SSE’s move to hot desking. 
· Assist with the ongoing update to SSE’s Data Compliance in accordance with GDPR which is coming into force in May 2018.
· Manage relations with contractors such as building management, IT, Telephones, Internet, Energy Supplier etc. 
· Lead on managing office supplies and stationery to ensure that the office is well stocked.
· Reporting any maintenance, IT or phone issues in a timely and effective manner. 
· Be the first port of call for staff, suppliers and contractors with office, facilities or equipment queries. 
· Ensure all health and safety policies are up to date and arrange First Aid training for SSE staff.
· Contribute to the continued development of efficient and effective administrative procedures in the office. 
· Contribute to budget setting for office running and premises costs; monitor these budgets throughout the financial year.
· Assist with providing face to face and telephone reception services to the office and take responsibility for providing a warm and prompt welcome to all visitors to SSE. 
· Arrange hospitality and external room bookings for meetings as requested. 
· Organise charity events and staff meetings including the annual staff awayday and Christmas dinner.
· [bookmark: _GoBack]Coordinate ideas from SSE staff for improvement of the office environment; putting forward recommendations for approval where relevant.
· Provide basic supervision (not line-management) to Programmes and Office Assistant regarding office/kitchen supplies and training room equipment.


Provide HR Administration support 
· Lead on recruitment by loading job adverts, collating applications and arranging the logistics for interviews. 
· Organise induction programme for new starters. 
· Maintain staff appraisals schedule and send reminders to staff as necessary.
· Keep staff personnel files up to date.
· Maintain staff annual leave and sickness records.


Key Relationships

The Office Manager reports to the Head of Finance and Resources and supports the whole office team. 

The Programmes and Office Assistant.


Person specification:

Skills 
· Organisational and project management skills, with experience of prioritising a number of concurrent projects and delivering to deadlines. 
· Relationship management and communication skills, with the ability to relate to and support people at all levels and from a diverse range of backgrounds.
· Written and verbal communication skills with experience of communicating at all levels internally and externally.
· Excellent attention to detail and methodical approach to work.
· Proficient in Word, PowerPoint, Excel.

Experience
· Experience in an Office Manager role or similar.
· Experience of working in a charity/social enterprise sector. (Desirable)
· Experience of events management/organisation.

Personal Attributes
· Friendly, approachable and professional. 
· Highly organised, able to prioritise a varied and fast paced workload and deliver to deadlines.
· A team player committed to working collaboratively to achieve results.
· Flexible, adaptable and capable of responding positively to new challenges.
· Interested in a career in office support, administration and management.

Key Information

Salary: 	£30,064 (pro rata)  
5% pension 
25 days annual leave (pro rata)

Hours:  	20 hours per week (4 hours per day)

Contract: 	Permanent

Reports to:  	Head of Finance and Resources 

Location: 	This role will be based at SSE’s offices in London Bridge  and may involve occassional travel around the UK network of schools. 


To Apply

To apply please send your CV and a covering letter answering the following questions:

1. What attracted you to apply for this role? 

2. What would make you an excellent Office Manager?

Please use no more than 800 words total to answer these questions

Please send your application to recruitment@sse.org.uk by 5pm on Wednesday 18th October and title your email ‘Office Manager Application’

Interviews will be held on 26th October. Depending on the outcomes of the first interviews we may hold second interviews on 31st October.   

Unfortunately due to our limited capacity we are unable to provide feedback to candidates not shortlisted for interview. 

SSE is committed to eliminating discrimination and actively encouraging diversity amongst our workforce by developing a staff team that mirrors the rich diversity found in our student population.

We wiill not discriminate with reference to age, gender, sexual orientation, race, colour, religion, marital status or disability.  
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