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Job description

Office Manager 

Place of Work:

City Centre, Perth

Responsible to:

Development Manager

Hours
:


15 hours per week

Context and Purpose

The Office Manager will work alongside the Development Manager, Information Officer, and the Fieldworker Manager. The purpose of the post is to provide excellent administrative support to underpin Trellis’ services to the Network of gardening projects. Work will include overseeing office finances, talking to enquirers, contributing to the newsletter, helping update the Trellis website and maintaining databases. 

Specific Functions 

· Provide efficient back up to Trellis support services in all areas relevant to therapeutic gardening. 

· Update and develop database records of contacts, queries and resources and extract data as required for research work, funder reports and bids.
· Administer and develop the Trellis membership scheme and look after donors
· Produce regular financial forecasts and oversee banking and petty cash
· Contribute to the production and distribution of the quarterly newsletter 

· Promote the services offered by Trellis to network members

· Help to plan and administer a programme of networking and training events

· Maintenance and updates of some parts of the Trellis website (with technical support)

· Support general profile-raising of Trellis throughout Scotland including exhibition work, conferences etc.

· Take part in general Trellis events and support network activities across Scotland as appropriate. 

· Contribute to monitoring systems to evaluate the impact of Trellis services

· Order office supplies to enable the team to function at its best.

· Involvement in new initiatives as agreed with the Development Manager

Person Specification

Essential

· Excellent organisational and communication skills

· High personal motivation, efficiency and reliability 
· Strong information-finding abilities

· Experience of working with budget spreadsheets and cashflow projections.

· A concise, positive written style
· Competent IT skills and experience of simple database work. 

· Understanding and knowledge of working in the voluntary sector

· The ability to take initiative and to work independently, based in an office where you will sometimes be on your own. 

Desirable
· Interest in horticulture and an understanding of its benefits in the context of health and social care

· Understanding and working knowledge of statutory and voluntary structures in Scotland 

Support/Supervision

The post-holder will have regular face-to-face supervision meetings and an annual appraisal with the Trellis Development Manager. 

Main terms of employment

Four-year project (plans to extend dependent on funding)

Part-time at 15 hours per week, with the possibility of increased hours in the future, depending on grant funding.

Optional contributory private pension 

25 days holiday pro rata 

Salary £18,324 pro rata

This post will primarily be office-based but with the opportunity to visit projects and attend network meetings and regional events.
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