
 

 

 

 

Job Description  
 
Job Title:   Office Manager   

Reports to:   Chief Executive 

Working hours: 20 hours per week, ideally over five days, Monday to Friday 

Salary: £23,203 per annum, pro rata 

 
Background 
 
Reaching People is a consortium of over 30 local voluntary and community organisations. It 
has a small staff group supporting partnerships to deliver often complex projects to provide 
better outcomes than organisations could offer working alone. We develop strategic plans, 
project manage contracts and build the capacity of our member organisations to improve 
the lives of vulnerable people across Leicester, Leicestershire and Rutland.   
 
1. Purpose of Job 

• To provide proactive and effective support to the Chief Executive and Board of 
Trustees.   

• To co-ordinate the smooth day-to-day running of the charity, including our main 
office, and manage relationships with members and key stakeholders.  

 
2. Main Responsibilities 

• To coordinate and proactively support our Chief Executive both in day-to-day tasks 
(such as diary management, admin, etc.) and in the provision of timely information 
to Board members. 

• To lead on and manage the delivery of our ‘points of contact’; ensuring that people 
who get in touch with Reaching People, whether by phone, email, via the website, by 
post or other message forms, get a timely, accurate, friendly and helpful response.  

• To liaise with our Landlord and work with all Reaching People staff to ensure that 
our offices are well maintained and organised.  

• To provide administrative support to our Board of Trustees and coordinate the 
scheduling, preparation for and recording of board and committee meetings as 
required.  



 

 

 

• To act as a Project Assistant on key areas of work, providing direct support to the 
designated project lead to help them succeed. 

• To coordinate and manage internal and external events, including office-based, 
online and hybrid meetings. 

 
3. Key Activities 

• Coordinate diaries to schedule meetings across Directors, Trustees, Managers and 
key external partners.  

• Scheduling and organising internal governance meetings, ensuring that board 
meetings are arranged in a timely way to allow for the flow of reporting and risk 
escalation. 

• Prepare meeting agendas, collate papers, perform research for meetings and ensure 
clear records are kept of formal meetings including decisions and actions.  

• Internal and external meeting, project and event co-ordination;  

• Oversee and ensure smooth running of the office.  

• Liaise with third parties and visitors and manage relationships with members and key 
stakeholders.  

• Oversee the smooth day-to-day running of our ‘first points of contact’, ensuring that 
people who get in touch with Reaching People get a timely, accurate and friendly 
response   

• Manage and actively develop volunteers to support key areas of the charity’s day to 
day operations.  

• Support and generate internal communications to staff and volunteers. 

• Assist with the staff and volunteer recruitment, including DBS requirements, and 
induction and other arrangements for new starters to Reaching People.  

• Prepare and deliver monthly and quarterly reports as required. 

• Coordinate with other administrative staff to arrange holiday cover and provide 
mutual support across staff groups. 

• Champion Reaching People’s Values. 



 

 

 

 

Criteria Essential Desirable How Identified 

A/I 

Qualifications and 
training 

Minimum GCSE Grade 3 in 
English and Maths 

 Application 

Experience Extensive experience of 
administrative/clerical roles 

Working in a team 
environment 

Using IT and MS office software 

Data compliance and reporting 

Collating and reviewing 
financial information 

Dealing with a range of people, 
responding to queries and 
providing information 

Working on a 
community project 

 

Partnership working 

 

Software 
administration 

A/I 

Skills and 

Knowledge 

Highly numerate with attention 
to detail 

Good knowledge of MS Office 
software and CRMs 

Excellent communication skills 
written and verbal 

Team Player 

 Interview 

Personal 

Qualities 

Supportive 

Motivated 

Persuasive 

Takes pride in their work 

 Interview 


