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Job Title: Office & Business Support Manager
Job Type: Full-Time (Monday – Friday 9am-5pm), Permanent

About the Role
We are a busy and growing construction business and are looking for an organised, proactive and reliable Office & Business Support Manager to become a key member of our team.

This is a varied and hands-on role supporting the Directors and wider business across administration, reception, HR, training, fleet management, health and safety administration and general office operations.

No two days are the same. We are looking for someone who enjoys variety, takes pride in keeping things organised and is confident working independently. The successful candidate will be a natural problem-solver who can use their own initiative, think ahead, identify issues before they become problems and take ownership of tasks through to completion.

This role would suit someone who enjoys being at the heart of a busy business, is willing to roll their sleeves up and get involved wherever support is needed, and can become a trusted support to the Directors and wider team.

The successful candidate will play a key role in supporting the continued growth of the business, improving office systems and processes, and helping to ensure the smooth day-to-day running of the company.

Key Responsibilities:
1. Office Administration:
· Oversee the day-to-day running of the office and ensure a professional, efficient working environment. 
· Act as the first point of contact for visitors, telephone calls, emails and general enquiries. 
· Provide administrative support to the Directors and wider team, including diary management, meeting preparation and document production. 
· Manage office supplies, equipment, PPE records and clothing orders. 
· Set up and maintain job files and company records. 
· Support the business with a wide range of administrative tasks as required.

2. Human Resources and Training Support:
· Assist with the onboarding and induction of new employees. 
· Maintain employee records, personnel files and HR documentation. 
· Administer Sage HR and support the management of holidays, absence records and return-to-work procedures. 
· Process timesheets and tracker information in preparation for payroll. 
· Support recruitment activities, including arranging interviews and preparing employment documentation. 
· Coordinate DBS checks where required. 
· Maintain the company Training Matrix and organise staff training and refresher courses. 
· Support the implementation and maintenance of company policies and procedures.

3. Financial Administration:
· Assist with supplier accounts and general accounts administration.
· Perform supplier statement reconciliations and prepare remittance advice.
· Support the Directors with financial reporting and administrative tasks as required.

4. Health and Safety:
· Support the administration of company health and safety systems and procedures. 
· Conduct and record weekly and monthly office safety checks, including fire alarm testing. 
· Assist in maintaining company accreditations and compliance records. 
· Obtain, monitor and maintain subcontractor insurance documentation. 
· Ensure company records and compliance documentation remain up to date.

5. Fleet, Plant & Asset Management
· Coordinate vehicle servicing, MOTs, repairs and maintenance alongside the in-house mechanic.
· Maintain fleet records, vehicle allocations, tracker information and pool vehicle records. 
· Monitor and record monthly vehicle inspection reports. 
· Manage driving licence checks and renewal reminders. 
· Maintain records for plant, tools, inspections and calibration schedules. 

6. Business Support
· Provide proactive support to the Directors and management team across all areas of the business. 
· Identify opportunities to improve office systems, processes and efficiencies. 
· Take ownership of tasks and projects, ensuring they are completed accurately and on time. 
· Act with the highest levels of discretion, professionalism and confidentiality. 
· Use initiative to solve problems and support the smooth running of the business.


Requirements:
Essential:
· Minimum 3 years' experience in an office management, administration, HR administration or business support role. 
· Excellent organisational and time management skills. 
· Strong IT skills and confidence using Microsoft Office and business software. 
· Excellent written and verbal communication skills. 
· Ability to manage multiple competing priorities and work effectively under pressure. 
· Ability to work independently and manage your own workload. 
· A proactive approach with strong problem-solving skills. 
· High levels of discretion, professionalism and attention to detail. 

Desirable:
· Experience within the construction industry or a trade-based business. 
· Experience using Sage HR 

Terms:
Permanent following probationary period. Salary dependent on experience. 20 days paid leave per
annum + 8 Bank Holidays, contributory pension scheme and private healthcare. Free parking onsite.

We are delighted you are interested in joining our company. To apply, please send your CV and a covering letter to info@stowebuildingcontractors.co.uk.
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