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Office Manager Job Description February 2017
Job title: Office Manager
Report to: Executive Director

Roles and Responsibilities:

1. Provide administrative support to the Executive Director including the preparation of monthly financial reports for submission to the Board of Directors.

· Ensure all supporting documentation in place for income & expenditure.

· Review all receipts and expenditure monthly, compared with budget, highlighting anomalies.

2.  Oversee preparation and maintenance, in co-operation with the Executive Director and Company Treasurer, full and proper financial records of all transactions carried out on behalf of the company. Responsibility for the effective and efficient management of accounting systems and payroll including;

· Liaising with Finance Administrator in relation to production of monthly accounts
· Lead preparation of payroll including preparation and submission of PAYE/PRSI returns to Revenue

3.  Manage payments receivable and payable
· Manage ongoing procurement to achieve best value for money in accordance with Board policies, ensuring all outstanding payments made within 30 days and dealing with all queries on same.

· Ensuring all invoicing carried out in a timely manner.

· Delegating and monitoring work of Accounts Assistant.
4. To schedule and organise on an annual basis, HIV Ireland’s AGM, annual report and audited accounts and to organise, or assist in, event organisation and assist the Executive Director and management team in document compilation and composition of reports.
5. To ensure compliance and make any necessary returns in relation to CRA, CRO, funders and insurance requirements 
6. Line management responsibility for HIV Ireland’s Community Employment Supervisor, finance staff and administration staff, including reception staff.

7. To review and update administrative policies and procedures regularly, and develop new policies as required, in consultation with the Executive Director.
6. To assist the Executive Director and management team in compiling fundraising applications.

7. To ensure that all records, files and information databases are maintained and updated as appropriate.
8. Responsibility for the management of all IT requirements within HIV Ireland, including HIVI website.
9. Responsibility for all aspects of HIVI administration, building management and maintenance.
10. Responsibility for monitoring, controlling and recording staff and management sick days, holidays etc.
11. Responsibility for office health & safety.
12. To perform such other duties, appropriate to the role, as may be required and agreed with the Executive Director /Board
