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Relief Office Manager Job Description

SEAL Dunfermline supports children and young people with additional support needs in Dunfermline and West Fife through weekly group based activities during school term time.
The Relief Office Manager will be key in ensuring the smooth operation of Seal Dunfermline’s key business processes when the regular Office Manager is on annual leave or may be absent from work. Relief cover will ordinarily be planned in advance however the post holder may be asked to take on additional relief cover as necessary.
The Relief Office Manager will be required to work independently at times and will be supported and supervised by the Service Manager. 
During holidays and periods of staff absence, the post-holder will focus on replying to emails, taking calls, keeping online banking processes up to date, maintaining accurate records in accordance with GDPR requirements and liaising with members of the team and external organisations and companies where required. The post holder will also be required on occasion to fullfil pay roll tasks. Full training will be provided. 
This is a sessional post consisting in year one of a minimum of 100 hours spread over the year and a minimum of 80 hours in each subsequent year.
Essential Skills
Confident learner of new systems and processes 
Excellent IT skills across various applications.
Excellent organisational skills and the ability to manage their workload with competing demands.
Excellent communication skills
The ability to use personal initiative and suggest improvements
Experience with online banking 
Confidence using social media 
Desirable skills 
Previous experience and skills in online pay roll systems
Previous experience and skills in online business banking
Previous experience in a similar senior role
Experience with updating and maintaining websites

Specific areas of responsibility and tasks include -
Accounts
· Maintain accurate records of financial transactions and supporting paperwork such as receipts/invoices
· Resolve identified queries (with support from the Service Manager where applicable)
· Process electronic payments through online banking systems
Payroll and Pensions
· Ensure the timely payment of salaries via XERO and pension contributions via Nest
· Ensure the accurate record of salaries and any overtime payments
Purchasing and procurement
· Ordering supplies and equipment as required or directed
· Payment of expenses claims
· Ensure the payment of utility bills (water, gas, electric), subscriptions/insurances etc. as per schedule
· Ensure that necessary requirements are followed on signatories and approvals

Premises and Room Bookings
· Report any identified defects to the Service Manager
· Ensure that health and safety requirements within the building are observed by self, colleagues and visitors
· Arrange and confirm room bookings for third party users via email
· Liaise with office cleaner as necessary
· Act as premises keyholder
· Attend the premises for utilities and trades persons purposes
General Administrative Duties
· Office administration
· Produce documents and communications as directed by the Service Manager and distribution of same
· Attending meetings of the Board of Trustees
· Taking minutes at trustees meetings and producing subsequent record
· Ensure documents and records are shared, saved and stored securely in Teams Folders and GDPR requirements are followed.
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