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Job Description:   

Office Manager 

Key information 

• Title:  Office Manager 

• Reporting to:  Our Time CEO 

• Salary:  £30,000 per annum, pro rata 

• Annual leave:  17 days per annum (including bank and public holidays) 

• Hours:  3 days (24 hours) per week (8 hours per day, incl. lunch break) 

• Contract type:  Employed - 2 years fixed term 

• Location:  London, home based, occasional in-person meetings 

• Workdays:  Negotiable 

• Notice period:  One month’s notice by either party 

• Review:  6 months and 12 months 

• Start date:  Thursday, 9th September 2021 

 

Background information 

Our Time is the only UK charity that specifically addresses the needs of children who have a parent 

with a mental illness. You can find out more about who we are, what we do, and why, on our website:  

https://ourtime.org.uk/.  

 

Our Time is a medium sized charity, with a small central team, working nationwide and 

internationally. We were established as a charity in 2012 and are now in a period of growth and 

transformation. We have spent the last decade working with these families to develop programmes 

which meet their needs. We now need to scale up our work so that our programmes are accessible 

and embedded in health, social care, and education settings. 

 

This is a key role, and we are looking for someone who combines a businesslike approach with an 

interest in social issues. 
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Areas of Responsibility 
 

Administration 

● Experience as an Executive Assistant to a Director or Chief Executive in a busy organisation, 

ideally within the charitable sector 

● Diary management for CEO and Board of Trustees  

● Experience of minute taking and proofreading 

● Manage the office inbox and field enquiries, document creation and management, attend 

meetings 

● Provide administrative support to the senior team and the Board of Trustees 

● Manage charity policies and procedures and keep updated, including Enhanced DBS and 

Safeguarding Children Level 2 checks and applications 

● Send and track invitations to meetings and events, book meeting rooms, book travel  

● Ensure the Google Drives are kept up to date and well organised 

● Be proactive in providing the support needed to ensure the charity runs smoothly and 

efficiently  
 

       Trustees Management 

● Organise board meetings and annual strategy away day. Provide information and admin 

support to the trustees as required 

● Attend board meetings, prepare board papers, take minutes and log actions, following up 

action points with reminders, if necessary 
 

External  

● Provide administrative and project management support to events  

● Support the team to communicate with internal and external charity stakeholders by 

responding to enquiries, providing branded charity materials and documents where 

necessary 

● Contribute to maintaining the website and social media platforms 

● Support the Communications & Public Affairs Manager to ensure all charity 

communications are issued in a timely manner and to a high standard  

● Manage the office@ourtime.org.uk emails and disseminate enquiries to relevant team 

members 
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Research 

● Work closely with the team to develop ways of collecting impact data and case studies to help 

the charity tell the story of our beneficiaries and the difference our work makes to them 

● Store all information in line with GDPR regulations 

 

Person specification 
 

Essential experience 

● At least 2 years office administration experience 

● Experience as an Executive Assistant to a Director or Chief Executive in a busy organisation, 

ideally within the charitable sector 

● Good working knowledge of Microsoft Office Suite and Google Suite 

● Experience of working within teams, and also autonomously 

 

Desirable experience 

● Operations Management 

● Experience of working in the charity or not-for-profit sector 

● Mental health with particular emphasis on families and children 

● Experience of supporting a board 

 

Essential skills 

● Self-starter, takes the initiative, proactive, ahead of the game 

● High level organisational and time management skills 

● Excellent oral and written communication skills 

● Excellent organisational, planning and prioritisation skills 

● Able to work effectively with a range of people at all levels 

● Attention to detail 

● Confident working remotely under own initiative and suggesting solutions to issues 

 

Desirable skills 

● Knowledge of and/or interest in parental mental illness and its impact on children 

 


