







Office Manager
at the Evidence Quarter



Candidate Brief







Dear Candidate,

Thank you for your interest in becoming the Office Manager for the Evidence Quarter.

The Evidence Quarter is an exciting new venture that will bring together leading evidence institutions to collaborate, share office space and back-office functions.
It will be based at 96 Petty France, in a wing of the Transport for London building with organisations moving in early April.

What Works for Children’s Social Care (WWCSC) is the lead tenant of the Evidence Quarter and we are looking to recruit an Office Manager for this space. 
The other organisations involved are a number of What Works Centres. This idea for co-location of organisations should prevent duplication and allow collaboration between the What Works Network and other evidence minded organisations.
The space is used in a variety of ways; as offices, as a flexible events space and as tenanted space to other leaseholders. To meet these different demands, WWCSC is looking to recruit an Office Manager to support smooth day to day running of the space and to manage the relevant service agreements.
The post holder will be central to the success of the Evidence Quarter, ensuring all organisation’s needs are met. They will have strong organisational and interpersonal skills and be the first point of contact for members of the EQ. This role will also work closely with the EQ Community Manager and support in the setting up of events in the space.

Thanks once again for your interest.


Michael Sanders, Executive Director, What Works for Children’s Social Care










The Role 
· Be the first point of contact for all the Evidence Quarter tenants queries.
· Deal with tenant issues politely and positively making every effort to quickly resolve before referring to the line manager.
· Work closely with the EQ Community Manager to ensure the Evidence Quarter is a positive work environment.
· Develop, implement, and improve administrative processes.
· Set up and attend quarterly tenant meetings within the EQ.
· Attend quarterly meetings with the Building Management and tenants of the whole building, representing the EQ tenants.
· Monitor the service contracts for office services and ensure they are carried out in line with best practice, ensuring value for money is maintained at all times.
· Support the organisations in the day-to-day running of the communal parts of the office.
· Ensure that the EQ’s facilities are maintained to a high standard with fast response times.
· Responsible for maintaining required levels of photocopier paper, stationery and office supplies.
· Oversee the provision of cleaning to the kitchen areas and meeting rooms is of an excellent standard.
· Responsible for maintaining required levels of tea, coffee and milk etc in the kitchen.
· Monitor all office equipment, reporting any building issues/defects to the Building Manager.
· Manage the postal and delivery services in an efficient and timely manner.
· Ensure the staff are fully briefed on all events, building notices etc. 
· Maintain a thorough knowledge of safety, emergency and evacuation procedures.
· Adhere to all security policies and protocols and encouraging other staff to do so.
· Adhere to the visitor management system to ensure visitors and guests are managed in an efficient and safe manner.
· Manage the reception email address working through the inbox thoroughly and logically, forwarding the email to the relevant organisations. Responding to messages in a timely manner.
· Good working knowledge of all amenities Albany House has to offer.
· Demonstrate a working knowledge of all tenants within the building.




The Person       
Essential
· Successful track record in working within a busy and professional environment.
· Excellent communication skills both written and verbal.
· Basic understanding of facilities maintenance.
· Computer literacy including word processing and spreadsheets.
· A flexible approach to working both independently and part of a team.
· High level of energy and enthusiasm to work under pressure and to prioritise requests in a demanding environment.
· Demonstrable experience of liaising effectively and appropriately with a wide range of people such as employees, contractors and tenants in a professional manner.
· Demonstrable ability in managing multiple tasks in a timely and effective manner.
· Attention to detail and ability to problem-solve effectively.
· Passion for high standards of customer service.
· Have a proactive approach, and confidence to suggest and organise better ways of working.
· Can quickly grasp complex issues and ideas and analyse environments.
· Punctual and dedicated.
Desirable
· Demonstrable knowledge and training of basic Health and Safety.
· Experience of monitoring and recording stock levels.


Initial Terms and Conditions of Appointment
·  Remuneration: Circa £30,000k plus excellent benefits
· Time Commitment: Full time role (37.5 hours per week). 
·  Location: Central London. 
· Term: 12 months, starting April 2020.
How to apply
[bookmark: _GoBack]To apply, please send your CV and a supporting statement outlining clearly how meet the above criteria to wwccsc@nesta.org.uk, citing “EQ Office Manager” in the Subject of the email.
 
Deadline for applications: 12pm 26th February 2020

If you would like to discuss this role please contact: georgia.parry@nesta.org.uk
