	JOB DESCRIPTION

	Job Title: Office and Human Resources Manager
	Team:
Operations

	Job Purpose: 

Providing effective premises management, human resources, IT administration and supplies procurement in order to help the company deliver a high quality of service.

	Responsible to:

Head of Finance & Administration

	Responsible for:

None

	CORE ACTIVITIES AND RESPONSIBILITIES

Office Management

1. Management of office space in it’s entirety

2. Development of General space usage

3. Ensuring kept in professional order

4. Managing all contracted suppliers: incl. Building Lease, Phones, Copier, Cleaning, Maintenance

HR

1. Issuing contracts

2. Managing all recruitment and new appointments

3. Inductions

4. Managing leave and sickness records

5. Managing payroll adjustments with Finance Manager

6. Managing appraisals systems

7. Maintaining training records

8. Monitoring time recording compliance

9. Maintaining and management of employee schemes

10. Maintaining legal compliance with new statute

11. Renewal of HR internal policy, and ensuring compliance

IT

1. Managing outsourced support

2. Controlling user rights

3. Managing backup

4. Risk Management and forecasting ongoing requirements

PROCUREMENT

1. Managing procurement system of approved suppliers 

2. Managing the purchase order system in conjunction with the Finance Manager

3. Managing Procurement of all office supplies

4. Managing systems of Procurement within our ethical purchasing policy 

BUDGET

1. To manage the function within pre approved budget, and to participate in generate successive budgets



	Note:
This description is not intended to establish a total definition of the job, but an outline of the duties.  Any other duties that may be reasonably be requested by your line manager and which are in line with the purpose and level of the post can be added as roles shift or become better defined.




