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Office Manager
NJC SO 1 SCP 23-25

27,539- 29,319 (Pro Rata)

18 Hours a week 
We are looking to recruit an Office manager at WomenCentre to oversee all building management and to ensure that WomenCentre complies with and works within Health and Safety Law and any Covid requirements.
In the role you will oversee all the buildings used by WomenCentre and ensure there are regular risk assessments, that they are well maintained and effectively managed. 
You will also oversee key office related supplier and maintenance contracts ensuring value for money and quality service provision.

The post will involve travel between our offices. We expect that the hours will be worked across 4 or 5 days per week and will be office-based.
The post will be managed by the Finance and HR manager.

Application deadline:  22nd April 2021 5pm
Shortlisting  23rd April 2021

Interviews to be held on:  28th April 2021
Application packs, which include the job description and person specification can be downloaded from our website https://womencentre.org.uk/vacancies.  Completed application and equal opportunities forms should be returned by email to  sue.millen@womencentre.org.uk  We do not accept CVs.

For an informal discussion about the post please contact Julie Yates (julie.yates@womencentre.org.uk or 07730 921720)

Applicants should note that WomenCentre will require a declaration from candidates successful at interview relating to previous and current criminal convictions. This declaration and any DBS checks required will form part of pre-employment checks for this post. 

This post is open to women only – Equality Act 2010, Schedule 9, Part 1 applies                                                 
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