MORTON:PATTISON

ecological design & build

Office Manager

Person Specification

Education /
Qualifications

Essential

Certifications in office management or related fields

Desirable

Batchelors degree in Business Administration,
Management or related field

Experience

Essential

Proven experience in office management or a similar
administrative role.

Experience with process, project and HR management
software (e.g., Monday, Bright HR).

HR-related experience.

Financial administration experience.

Desirable

Financial management.
Staff line management.

Experience in the ecological, environmental or
landscape sector.

Facilities management experience

Knowledge /
skills

Essential

Strong organisational, multitasking and time
management skills.

Excellent communication and interpersonal skills.

Proficiency in Microsoft Office Suite and office
management software.

A high degree of literacy and numeracy.
Excellent attention to detail and accuracy.

Knowledge of financial and HR management
principles.

Ability to work independently and as part of a team.
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Desirable

Knowledge of health and safety regulations relevant to
the landscape and construction industry.

Familiarity with public sector procurement processes.

Some understanding of the ecology, landscape
and/or countryside management sector.

Other

Essential

Problem-solver with good work ethic and ‘can-do’
attitude.

Positive outlook which is aligned to the Company’s
core values (see Job Description).

Own fransport available to get to and from rural based
office.
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