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Office Manager

Key Objectives

· To be responsible for the day to day running of the office; managing a team of staff and supporting the MD in all areas of the business.

· To organise marketing activities for the company, keeping the website up to date and liaising with the appointed Marketing Company on a regular basis.
Competencies Required

· Staff management experience
· Marketing experience

· Excellent communication skills
· Administration skills
Specific Tasks to include

· To manage a team of staff, advising and supporting through all areas of the business where appropriate

· To develop, manage and drive the Marketing aspect of the Company, working closely with outside Consultant;

· Driving the marketing of JKSL.  
· Monitor website for mail out opportunities
· Organise and send out regular mailings

· Manage client database files

· Organise, prepare and follow up Director presentations

· Assist the MD in a variety of projects.

· Provide cover within the office when needed

· Act as Quality Manager

· Maintain the condition of the office and arrange necessary repairs

· Oversee the recruitment of new staff, including training and induction 

· Respond to high level customer enquiries
· Deal with all customer complaints

· Attend conferences and training when applicable
General Tasks

· To maintain a ‘clear office policy’

· Maintain regular consistent and professional attendance, punctuality, personal appearance, and adherence to relevant health & safety procedures. 

