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Job Description
Job Title:			Office Manager
Reports to:			Executive Director, Nourish Scotland

Terms of employment: 	   	14.8 hours per week

Application procedure:	Attached form to jobs@nourishscotland.org.uk by 5pm on 11th May, together with completed Equality and Diversity Monitoring Form

Interviews:			20th May, Edinburgh
Start Date:			June
Location:			Edinburgh

About Nourish Scotland
Nourish Scotland is a Community Interest Company that works with a wide range of stakeholders including small producers, community groups, NGOs, local authorities and other public bodies to put sustainable, healthy, local food at the heart of Scotland’s food system.
We support Food Sovereignty principles. We campaign for the necessary changes to law, policy and practice to make the food system fairer and more sustainable.  We also work with others to undertake practical projects to demonstrate positive alternatives.
We have confirmation of funding until March 2016 from Scottish Government and are confident of securing ongoing funding for our work while diversifying our funding base.
Job Purpose
The Office Manager is vital in ensuring Nourish is a smooth-running, efficient organisations.  S/he plays a key part in ensuring that Nourish discharges its responsibilities as a Community Interest Company correctly.
As part of a small team, this role is varied and broad and, as well as ensuring the smooth-running of the office, includes assisting with Board and team meetings, and managing accounts and payroll.

Key responsibilities
· Manage cash flow and keep financial records, including submission of VAT returns
· Set up and maintain Nourish membership & contacts database using Filemaker Pro
· Act as the main contact for payroll bureau, bank, accountant & HMRC
· Prepare and issue invoices for work by Nourish, administer preparation of cheques or BACS for payment of supplier invoices
· Maintain and improve existing systems for recording staff time (including its allocation to different work areas), expenses, holidays and sickness absence
· Maintain arrangements for staff pensions 
· Work with lead staff members to prepare project budgets, financial and written reports, for the Board and for external funders
· Liaise with a non-Executive Director on the budget
· Liaise with our accountant to ensure our Company Annual Reports are compiled promptly and accurately
· Contribute to the development of a strategic plan for Nourish. 
· Deal with generic telephone and email enquiries
· Work with other members of the staff team to help them deliver Nourish projects effectively, including supporting any external events
· Minute team meetings
· Maintain a functioning office including keeping all stationery and printing supplies up to date
· Maintain manual and server filing system, ensure data back-up and keep software updated
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Office Manager Person Specification
Education/qualifications
	Essential
	Desirable

	
	· Degree level education
· Recognised business qualification


Experience
	Essential
	Desirable

	· Experience of financial & office management
· Experience of managing a database

	· Experience of working with a Board




Knowledge, Skills & Understanding
	Essential
	Desirable

	· Excellent administrative and communication skills
· Friendly positive attitude to people 
· Good IT skills, including use of spread sheets and databases
· Ability to work flexibly in response to changing priorities
· Ability to plan & manage own time

	· Skills in organising events & conferences




Personal Qualities
	Essential
	Desirable

	· Attention to detail
· Positive, encouraging team member
· Commitment to the philosophy and mission of Nourish Scotland
	





Main conditions of service

Salary & Grade
Based on the Scottish Joint Council salary scales, the salary for this position is AP4 £23,232 - £25,716, (pro rata) based on a 37 hour working week. 

Working week
This post is 40%, or 14.8 hours per week, which can be worked over two or more days. Hours to be agreed with Executive Director. Occasional evening and weekend work may be expected, for which overtime cannot be paid but time off in lieu will be granted.  Nourish supports flexible working.
Annual leave
36 days (including public holidays) pro rata.

Pension
Nourish offers a 6% pension contribution, matched by a staff contribution of 2%. 

Other terms and conditions
Nourish provides statutory sick pay and statutory provisions for maternity/shared parental leave and pay
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Application Form


CONFIDENTIAL

Please complete this form accurately, providing as many details as possible of your skills and experience relating to this job application.  Short-listing will be based on the information gathered from the form and compared to the Person Specification for this job.  CVs will not be accepted.

Please send the completed form by e-mail as a word attachment to jobs@nourishscotland.org by the closing date. Please state clearly in the subject line of your email which position you are applying for.  Application forms received after the closing date cannot be considered.  

If you need to speak to someone about your application please call Pete Ritchie on 0131 226 1497

Please send the completed form by e-mail, as an attachment to jobs@nourishscotland.org.uk by the closing date.  


SECTION 1.  Personal details
First name(s):                                    		
Title (Mr/Mrs/Ms etc):              

Surname or Family name:

Address:  


Post code:  

Main Contact Telephone Number:			 

Alternative Contact Telephone Number:

Contact e-mail address:



SECTION 2:  Education and Training

Please tell us about your education and any qualifications which you feel are relevant to the post.  Include relevant courses which you are currently undertaking.  Please start with the most recent.

	
Name and Address of University/College/School

	
Subject Studied
	
Qualification/
Level
	
Date Awarded

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	


	
Professional Membership and Qualification


	Awarding Body
	Qualification/Membership Status    
	Date Awarded

	

	
	

	
	
	


	
	
	





	
Training and short courses (work and outside work)

Please tell us about any training you have received or courses you have undertaken which did not lead to a qualification but which you feel are relevant to the post advertised.

	
Training Course                                                                               Date

	

	

	

	

	

	

	

	

	

	

	

	

	
	

	
	

	
	

	

	

	

	

	

	





SECTION 4.  Employment History

	
Present employer (or last employer, if not currently employed*)

	Name and address of employer
	

	
Job title
	

	
Present salary and grade
	
	Date of
appointment
	

	
Reason for leaving
	
	*Date of leaving
	




	Please give a brief description of your present duties and responsibilities

	






	Previous employment (paid or unpaid) 

Please give details of your previous employment and work experience (whether paid or unpaid) over the last ten years starting with the most recent 

	Name and address                                                                              
of employer                



	From
	To
	Position held
	Reason for leaving

	




	
	
	
	

	




	
	
	
	

	




	
	
	
	

	




	
	
	
	




SECTION 5.  Supporting Statement

	Please state how you consider your experience, knowledge, skills and abilities match those of the Person Specification. It is important that you cover each of the areas detailed in the Person Specification since this is the information that will be used for short-listing. Please use each point of the Person Specification as a heading when filling out this section of the application form.

Wherever possible, provide examples from your current or previous work experience.  You may use more than the existing space in this document.


	



























SECTION 6.  Additional Information

1. Would you require a UK Work Permit to take up this appointment?

     Yes  	   No

    If employment is offered, you will be requested to produce documented
    evidence confirming your entitlement to work in the UK.

2. Do you have any unspent or pending criminal convictions?

     Yes 	    No

    If you have answered Yes, please provide full details in a separate document sent to jobs@nourishscotland.org.uk.

3. Is there anything concerning your medical history or state of health that is
    relevant to your application?  

    Yes*  	    No  

    *If you have answered Yes, please refer to the Equality and Diversity
     Monitoring Form enclosed.



	
Referees

	Please provide the contact details of two referees, one of whom should be your current or most recent employer.  If you have no or limited employment experience please provide referees from your educational establishment or from any voluntary/temporary work.  Do not include family members or friends.

	Referee 1

Name                                                      Relationship to you
Job title
Address
Contact telephone number
Contact e-mail address
Please indicate whether the referee can be contacted prior to the interview without consulting you first?
  
Yes              No  

Referee 2

Name                                                      Relationship to you
Job title
Address
Contact telephone number
Contact e-mail address
Please indicate whether the referee can be contacted prior to the interview without consulting you first?

  
Yes              No  



	Declaration and signature

	The information supplied in this application form is accurate to the best of my knowledge.  I understand that deliberate omissions and incorrect statements could lead to my application being rejected or to my dismissal.

Signed*………………………………………               Date……………………….

* If you return this form by e-mail you should note that, in the absence of this signature, the e-mailing of this application constitutes your personal certification that the details are correct.





EQUALITY AND DIVERSITY MONITORING FORM

Nourish is committed to equality of opportunity in its recruitment and selection process to help achieve and maintain a diverse workforce. All applications for posts will be considered solely on merit.  

In order to assist Nourish to monitor the effectiveness of its Equality and Diversity Policy, please take a few moments to complete this section of the form. The information you provide will be treated in the strictest confidence and will not be used in any way as part of the selection process. This section of the form will be detached from the application form upon receipt and will not be seen by members of the selection panel. This information will be held on file for the purposes of monitoring the operation of the Equality and Diversity Policy and is subject to the provisions of the Data Protection Act.

	POSITION APPLIED FOR

	Job title:

	Surname:
	First Names:

	Female/Male (Please delete as applicable)
	Date of Birth:

	1.  ETHNIC MONITORING

	Which group do you most identify with?  Please put a tick against only ONE group.

	A.  White

	British

	English            Scottish           Welsh
Other – please write in

	Irish          Any other White background – please write in 

	B.  Mixed

	White and Black Caribbean           White and Black African           White and Asian
Any other mixed background – please write in

	C.  Asian, Asian British, Asian English, Asian Scottish, Asian Welsh

	Indian           Pakistani           Bangladeshi
Any other Asian background – please write in

	D.  Black, Black British, Black English, Black Scottish, Black Welsh

	Caribbean           African
Any other Black background – please write in

	E.  Chinese, Chinese British, Chinese English, Chinese Scottish, Chinese Welsh or other ethnic group

	Chinese               Any other ethnic group – please write in

	2.  DISABILITY MONITORING

	Do you have a health problem or disability which may be relevant to your job application?          Yes           No            (Please tick as applicable)  

	If Yes, please state what is the nature of your health problem or disability




Thank you for assisting Nourish to monitor the effectiveness of its Equality and Diversity Policy.  Please return it, together with your completed application form.

Completing the Application Form
Guidance Notes

These notes are intended to help you complete the enclosed application form.  This form is of vital importance as it provides the only information on which we can base our decision as to whether your skills match the needs of the job and therefore whether to invite you to interview.

General Points

1. Your application should be submitted a format accessible on generic IT platforms 
1. Please do not submit a CV instead of completing this form.
1. Remember to complete all parts of the application form.  If you think some parts do not apply to you, write ‘not applicable’ in the spaces provided for your answer.

References

1. Remember to check with your referees that they are happy for us to contact them before you nominate them.
1. You are asked to supply details of referees that cover the last five years of your employment.  One should be your line manager.
1. If you are unemployed, your last employer should be named and if you have any voluntary or unpaid experience, e.g. as a manager of the PTA, you could include the chair of the committee among your referees.
1. If you can only provide the names of friends as referees, please tell us why you can only supply personal referees.

Employment History

1. Please give details to the nearest month and year of previous jobs held, and account for any gaps in your employment record.
1. Alternatively, some people will have developed relevant skills through unpaid work.  These details should be included on the form, particularly where the experience has helped you to develop skills and abilities that we have asked for.

Qualifications and Training

1. In this section please provide information about any relevant courses that you have attended.


Supporting Statement

1. This section gives you the opportunity to demonstrate why you are suitable for the post.  Before completing it, refer to the job description and person specification in the application pack.
1. The Job Description is an outline of the main duties of the post and the Person Specification is a description of the skills and experience necessary to carry out these tasks.
1. Please use each point of the person specification as a heading in this section of your application form.
1. Make sure that you give specific examples.  This means telling us what you did in your job rather than what the team did.  It also means giving us concrete examples of where you demonstrated a particular skill, rather than simply saying that you have it.

Criminal Convictions

1. The fact that you have a criminal record does not automatically prevent you from being considered for a job.  We will take into account the nature of the offence, when it happened and if it is relevant to the job.  If you are shortlisted, this will be discussed with you at the interview.

Returning the Form

1. If you can, take a copy of the form once you have completed it.  You will be asked some questions at the interview about the information you have given.
1. Return it by the closing date.  If it arrives late, we will not be able to consider you.
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