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Office Manager – Permanent post

Summary

In the next few paragraphs you will find a description of CUREE, what it does, what you would do if you joined us, and something about the people here. We think CUREE is unique - well, we would, wouldn’t we? – but we are certainly unusual in the way we bring together a range of activities, and skills, which are not often found together. Most people enjoy working for us but it takes them a while to get to understand what we do.  Please take the time to look through this information, and look us up on our website, to get a good picture of what we do so you can decide if you would like to do it too. 
You’ll be working in a friendly, fast-paced, intellectually demanding environment where much of the work is groundbreaking.  There will be opportunities to contribute in a variety of different ways to a wide range of different projects.  There’s more information about the projects we are currently involved in below and on our website www.curee.co.uk. The post is based in Coventry, next to the train station.  There may be occasional, but rare, overnight stops away from Coventry. 
CUREE and its work

CUREE is an independent organisation at the leading edge of knowledge management.  It is a leading research and policy influencing agency within education.  Working with a range of individuals and organisations, mostly in the public sector, we provide writing, editing, research and training services to support the use of research and evidence to improve teaching and learning.  We are proud of our ability to take the outcomes of academic research and explain how the findings can be used by teachers to improve what they do in the classroom. CUREE’s current major clients include the Qualifications and Curriculum Authority, the Department for Children, Schools and Families, the General Teaching Council for England, the Training and Development Agency and the Learning and Skills Improvement Service.  Our work covers the full spectrum of education, from early years to Post 16.

The people

CUREE has a small core team based in Coventry extended and enhanced by associates some of whom are long standing contributors integrated into the team. At any one time CUREE is about 24 strong. Associates are home-based in the main. As a small group we need little formal internal structures or hierarchy. For operational purposes the staff are loosely grouped into two teams; the ‘content’ team and the ‘infrastructure’ team. CUREE will generally be working on around a dozen projects at any one time and an ad hoc project team will be put together to work on that project. Projects usually have a director and a co-ordinator. The co-ordinator will usually be drawn from the content team each of whom will co-ordinate at least one project. So team members will typically be working in two or three project teams at any one time.

Most staff are graduates and have a professional background from teaching, research, policy, information science, journalism and marketing. We pride ourselves on our flexibility; of the staff and their response to new challenges, and of the organisation in accommodating family friendly working patterns.  People might join us with very specific skills or experience but we expect them to become multi-skilled and we are committed to helping them become so. No-one says ‘I can’t do that’ but someone might reasonably say ‘I can’t do that yet’
Job Summary
You will work with the Managing Director to manage the infrastructure of the business. You will coordinate the work of a small support team of full-time and part-time staff who are responsible for accounts, payroll, IT and administration. 

Your main responsibilities will include:
Office management – including line management of the infrastructure team, implementation of new office systems, handling premises issues and organising office maintenance, liaising with suppliers and organising and taking minutes at meetings.
Finance and business processes – this will include maintaining an overview of the company’s financial position, drawing up and updating contracts, overseeing the tendering process and supporting the process of turning new business propositions into submissions with budgets.
Human resources – this will include organising recruitment and induction of new staff, arranging staff training, attending and recording staff performance reviews, monitoring of leave and administration of pensions.
Management information - including managing and updating staff and project databases, preparing analyses for directors and co-ordinating routine support of the office IT systems. 
Health & safety – you will be responsible for all health and safety issues in the office including revisiting the health and safety policy on an annual basis and keeping abreast of new health and safety laws. 
Terms and Conditions

This is a full-time post with normal hours of 37.5 per week, although flexible working would be considered for the right candidate.  Holiday entitlement will be 20 days per year (rising to 25 after 5 years) in addition to Bank Holidays.  Starting salary will fall within the range £21,000 to £24,000 depending upon experience, skills and knowledge of the appointed candidate. 
The company has a designated Stakeholder Pension Scheme, to which it makes a matching contribution of 4%.

We provide active support for continuing professional development, including the acquisition of relevant further academic and professional qualifications.

How to apply

Please complete and return the attached application form.  For further information please contact Sophie Kennedy at CUREE on 024 7652 4036 or sophie.kennedy@curee.co.uk
Person Specification

	
	Essential
	Desirable

	Qualifications
	· First degree or equivalent 
	· Post-graduate or professional qualification in business, finance, personnel or related field

	Experience 
	· managing a small office

· supervising staff

· working in an organisation with a strong customer service focus
· working to tight deadlines and high quality standards
· using/producing data from management information systems 
	· work in public and private sector organisations

· working in a time charged and/or project based environment

· commissioning sub-contractors and freelancers

	IT Skills
	· competent in word processing, e-mail; and spreadsheets;
· producing reports from database management systems
· high level of competence in networked Windows-based computer system

	· use of Sage Accounts, Payroll, HR and/or Timesheet systems

· preparing presentations using PowerPoint (or similar)
· use of publishing software
· use of Access databases

· use of project management software

	Skills & attributes
	· positive attitude and a willingness to learn

· good written and oral communication skills
· confident user of numerical data
· excellent organisational skills – of yourself and of others 
· ability to analyse  and solve problems
· team player who knows how to take responsibility

· flexibility

· attention to detail

· good, persuasive interpersonal skills

· ability to plan effectively
	· experience of minute taking

· ability to take initiative and to function with strategic rather than day-to-day supervision
· capacity to grow with the company
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