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Job Title: 	Office Manager

Reports To:	Deputy Managing Director

Location: 	Wokingham - Office-based

Role Purpose
The Office Manager is responsible for the effective day-to-day operation of the organisation’s office, facilities, systems, equipment, and operational infrastructure.
This role acts as the central point of control for office environments, health & safety compliance, IT equipment and access, purchasing, storage, and core administrative processes — ensuring staff are enabled to work safely, efficiently, and professionally at all times.
The post holder will bring structure, discipline and commercial awareness to a fast-paced environment, balancing planned operational work with daily business pressures.

Key Responsibilities
1. Office & Facilities Management
· Manage the office location and facilities
· Oversee Wi-Fi connectivity and liaise with providers
· Manage building access including:
· Trinity Court exterior access cards
· Internal security doors
· Keys and access permissions
· Set up new users:
· Mobile access
· Access cards
· Produce and maintain facilities reports
· Manage kitchen stock and office supplies
· Oversee office cleaning contracts and standards
· Coordinate removal services
· Manage flowers and office presentation
· Liaise with catering suppliers as needed
· Coordinate seasonal arrangements, including Christmas decorations
· Lead by example to ensure the office environment is well cared for, professional, and orderly

2. Health & Safety & Compliance
Working with our Quality and Compliance lead:
· Manage and maintain:
· Gas safety certificates
· Electrical safety certificates
· Coordinate and track:
· First Aiders
· Fire Marshals
· Maintain COSHH documentation
· Ensure compliance records are accurate, up to date, and audit-ready
· Liaise with landlords, contractors and inspectors as required

3. IT Equipment & Systems Setup
· Act as the operational interface with IT support providers 
· Oversee server room access and escalation
· Deliver full IT onboarding for new starters:
· Laptops
· Mobile phones
· Tablets
· System access
· Set up and maintain email signatures
· Maintain an accurate Asset Register
· Manage ID badge production
· Coordinate meeting room bookings
· Oversee printer access, supplies and basic troubleshooting
· Own the operational elements of the new starter process

4. Storage & Archiving
· Manage locker allocation
· Oversee the Wokingham storage facility
· Manage archiving and retrieval via Iron Mountain
· Coordinate secure disposal and retention in line with policy

5. Leavers & Offboarding
· Coordinate the end-to-end leaver process
· Recover all equipment, ID badges, keys and access cards
· Ensure timely removal of system access in collaboration with IT and HR
· Update asset and access records accurately

6. Printers & Consumables
· Manage paper and printer consumables
· Monitor usage and maintain stock levels

7. Purchasing & Cost Control
· Provide guidance on approved purchasing and payment routes
· Place and manage:
· Supplier orders
· PPE orders
· Coordinate re-charges to clients where applicable
· Arrange hotel and flight bookings
· Maintain supplier relationships
· Track spend and demonstrate cost consciousness, value for money, and budget awareness

8. Administration & Post
· Manage all UPS sending and receiving
· Coordinate sending and receiving of documents and parcels
· Track dispatched items and confirm receipt
· Manage stamps and postage
· Produce mailshots and posting labels
· Maintain the “Who’s Who” document
· Manage corporate merchandise
· Order business cards and corporate cards

9. Key Contacts & Information Management
· Maintain accurate internal and external contact lists
· Manage usernames and passwords in line with organisational policy
· Ensure continuity of information and access at all times

Skills, Experience & Capability
Essential
· Exceptionally well organised with a strong eye for detail
· Highly comfortable with technology, including laptops, mobile phones, tablets and associated systems
· Able to prioritise effectively in a busy, changeable environment
· Demonstrable experience managing budgets, ordering and operational spend
· Strong cost-conscious and commercially aware approach
· Confident managing multiple stakeholders and suppliers
· Calm, practical and solutions-focused
Desirable
· Experience in a regulated or compliance-led environment
· Health & safety or facilities management experience

Leadership & Behaviours
The post holder will:
· Take visible ownership of the office environment and standards
· Lead and influence colleagues to care for and respect shared spaces
· Set clear expectations while remaining approachable and supportive
· Operate with discretion, integrity and professionalism
· Anticipate issues and resolve them before they escalate
· Work with colleagues to ensure no single points of failure. Effective handovers when there is leave and ensuring that there is more than one person who can support when needed.

What Success Looks Like
· Offices operate smoothly and professionally
· New starters are fully equipped and set up from day one
· Leavers are offboarded securely with no gaps in access or assets
· Costs are controlled and justified
· Compliance records are accurate and inspection-ready
· The organisation experiences fewer operational distractions and escalations

Final word
This role quietly underpins everything else. When it’s done well, no one notices — because everything just works.
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