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Would you like to be the EA / Office Manager?

Please have a read through the following information and the Job Description and Person Specification.  Think about if joining our great team is right for you. 

Executive Assistant & Office Manager

ABOUT US
Watford Mencap supports over 800 people with learning disabilities and their families in South West Herts. We are affiliated to Royal Mencap but are a self-funding and independent local charity that has provided services and support to local families for the past 70 years.

We currently operate across 11 sites in Hertsmere, Three Rivers and Watford. It’s an exciting time of change for the charity, having just bought a new building in central Watford to bring together our charity’s head office and children’s centre along with plans to develop a range of brand-new short breaks services at the Hub.

We are looking to appoint an EA / Office Manager to support the Chief Executive and Senior Management Team and ensure the smooth running of the offices. The EA / Office Manager will have overall responsibility for the day to day running of the offices at our community hub, including managing IT and telephony contracts and being the first point of contact with our suppliers. This role is for 25 hours per week, worked over 5 days. You will report into our HR Manager and Chief Executive and will work closely with our Community Hub Manager.
This new role will be a mix of providing administrative support to the trustees, Chief Executive and Head of Operations, managing office supplies and supporting the rental of the community hub.
You will be joining an award-winning social care organisation that makes a real difference to people’s lives. We are rated Silver in Investors in People due to the robust support and development we offer. 
We offer excellent terms and conditions of employment. Full details of this are included in a separate document.
OUR VALUES
Our values are key to how we do what we do. If you hold share our values we want to hear from you!

We are INCLUSIVE. People with learning disabilities are at the heart of everything we do.
We are RESPECTFUL. We work in a person centred way, whilst listening to the views of all.

We are WELCOMING. We are approachable and value all.

We are PROGRESSIVE. We promote learning to support everyone to achieve their potential.

We are CHALLENGING. Through our work we will push the boundaries for individuals, organisations and society.

Executive Assistant & Office Manager

Hours:


25 hours per week, across 5 days a week

Reporting to:
    
HR Manager and CEO
Reports:

Office cleaner and supporter (3hrs/week)




Volunteers
Main purpose of the job

· To be responsible for the welcoming, safe, efficient and smooth running of the support services that enable the community hub at 92a Langley Road and Watford Mencap’s projects to run efficiently.
· To provide direct support to the CEO and Head of Operations.
· Support the trustees with governance and ensuring compliance with regulatory bodies such as the Charity Commission, Companies House and GDPR.
Main duties and responsibilities

Managing and coordinating our community hub at 92a Langley Road

1. Working with the Senior Management Team and project managers to ensure the smooth running of 92a, that the premises are clean and maintained with adequate supplies, with safe equipment in place and the relevant contracts in place re waste disposal, gardening, postage etc.
2. To co-ordinate and provide a welcoming reception and telephone service within 92a. Developing, coordinating and managing a team of volunteers to support this service.

3. To be responsible for Health and Safety in the office, and working with our Hub Manager for the Health & Safety for the rest of the building. Be the fire co-ordinator and a nominated first aider within 92a, completing and documenting weekly fire checks, monthly health and safety checks and annual risk assessment, PAT testing etc. Working with project managers as required.
4. Supporting the Hub Manager to co-ordinate and support tenants and hirers, building positive relationships, maximising income and bookings.
5. To line manage the office cleaner and their supporter. Ensuring supplies are in place, planning a cleaning schedule and managing infection control.
Supporting the CEO and trustees

6. To provide direct support to the CEO and Head of Operations as required, working on governance, special projects and day to day admin support.
7. To support trustees and governance processes, ensuring compliance with external bodies such as the Charity Commission, Companies House. Playing an active part in organising and delivering the AGM, minute taker at governance meetings.
Supporting the wider organisation

8. To be the main link with IT and telephony support companies, managing and updating Watford Mencap’s IT and mobile phone inventory. Working in partnership to deliver hard and software projects. 
9. To be the Data Controller, ensuring compliance within the organisation. 
10. Working with HR to set up, equip and induct new starters and ensuring timely DBS registrations for staff.
General

11. To ensure that all projects and activities are carried out in a manner which follows best practice and is compliant with current legislation.
12. To develop excellent relationships, strong communication and positive teamwork working with a broad range of internal and external contacts
13. To work within Watford Mencap’s equal opportunities and diversity policy

14. To take part in working groups, staff forum as appropriate, presenting reports and proposals as required

15. To take responsibility for own performance and personal development, actively seeking opportunities to network, project manage, and so gain skills and knowledge whilst keeping up to date with developments in field.

16. To undertake such additional duties as required

This list is not exhaustive and will be reviewed from time to time in discussion with the post holder
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EA / Office Manager - Person specification

	Requirement
	Essential
	Desirable

	Education
	· Evidence of commitment to continuing self development


	· First Aid qualification
· Health and safety qualification IOSH

· Management qualification



	Experience
	· Experience of managing and developing offices & facilities 
· Proven track record of managing change, increasing efficiency and achieving cost savings
· Proven ability to successfully manage people, working with and building relationships with people at all levels

· Managing positive relationships with a range of suppliers – IT, phones etc

· Working with volunteers

· Delivering high quality customer service 

· Providing direct support to trustees and senior management team


	· Event management
· Recruiting training and supporting volunteers
· Charity governance



	Skills
	· Good communicator, both written and verbal
· Ability to juggle conflicting demands and to prioritise workload
· Able to work on own initiative, self motivated and a team player
· Able to drive forward change, working within a challenging funding environment
· Overview and understanding of charity IT and technology infrastructure
· Excellent administrator and minute taker with good IT skills including Excel and Word
	

	Knowledge
	· Office & buildings management

· Health and safety
· GDPR
· Basic HR and finance awareness

· IT knowledge


	· Understanding of the issues facing people with learning disabilities and their carers

· Current voluntary sector and social care agenda
· Knowledge of charities and voluntary sector 

	Personal attributes
	· A positive, calm and pragmatic approach
· Happy to do practical day to day tasks and to offer a high standard of customer service
· Ability to balance a varied and demanding workload, whilst dealing confidently with people at all levels

· Able to motivate and generate enthusiasm

· Able to work on own initiative, introducing new solutions and innovative ways of improving working procedures

· Able to work flexibly to meet the demands of the job, including evenings and occasional weekends where required
· Excellent organisational skills
· Able to respect confidentiality and to work in a professional and sensitive manner
	

	General
	· Car available for work use and current clean driving licence, able to operate across South West Herts.

	· Fully vaccinated against Covid-19
· Commitment to follow covid-safe policies including regular testing.


Our Values

To be successful in this role we expect you to share and live our values:

	Value
	Behaviour

	Inclusive
	You ensure that the offices and community hub are accessible to all.

	
	You work with colleagues to achieve common goals

	
	You are able to communicate effectively with people with a learning disability, adapting your approach to the needs of the person at the time.

	Respectful
	You demonstrate through your actions: respect, dignity, diversity, and privacy for people we support.

	
	You develop and maintain effective working relationships with people we support, their families, colleagues and partner organisations.

	
	You work flexibly and can adapt to changes in workload as necessary.

	
	You bring the team and people we support with you.

	Welcoming
	You can communicate with a range of people with differing abilities.

	
	Develop and maintain a welcoming atmosphere for the people we support and their families.

	
	Lead by example, treat others the way you expect to be treated.

	Progressive
	Keep your knowledge of IT and telephony systems up to date

	
	Able to record information, access and manipulate data stored in IT systems and share information easily and appropriately.

	
	Be innovative with ideas and passionate about developing the service. 

	
	Be able to think creatively to develop more effective systems as the needs of the service  changes

	Challenging
	Professionally challenge prejudices that cause barriers for people living with learning disabilities.

	
	Ensure that suppliers are providing a good service that is good value for money.
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