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The Heritage Alliance is looking for a part time administrator/office manager for its small friendly office in Westminster.  

The Heritage Alliance is a national charity that champions 92 voluntary heritage organisations in England from The National Trust to small specialist groups. Our Chairman is Loyd Grossman OBE FSA. Find out more here: www.theheritagealliance.org.uk 

This exciting, growing heritage charity is  looking for someone to help us two days a week to run an office of 3 full time staff. This will cover office management and administration, bookkeeping on QuickBooks and QuickBooks payroll admin. You will also manage the office IT (small server), office equipment and supplies, helping with day to day queries. You will maintain contact databases and manage annual membership subscriptions.  

Salary: £22,175pa pro rata (2 days per week, £8,870pa).

Start date: 23rd January 2012 or earliest

Interviews: 19th January 2012.
What we need

You will be responsible, reliable and well organised with excellent IT skills and competency in common software packages including Microsoft Office (Outlook, Word and Excel etc). 

You must be a self starter with proven experience of office management and practical book-keeping including proven experience in using QuickBooks, as well as general IT experience.  

For further details and information on how to apply, please go to www.theheritagealliance.org.uk/vacancies and complete the application form. 

Please email the completed form to The Chief Executive, Kate Pugh kate.pugh@theheritagealliance.org.uk   or fax to 0207 233 0600 or post to The Chief Executive, The Heritage Alliance, Clutha House, 10 Storeys Gate, London, SW1P 3AY  by 13th January 2012. We will only consider completed applications. CVs will not be accepted. 

Job description 

Office Management and Administration

Maintain and manage the administration of office systems - paper and electronic 

Do book keeping: on QuickBooks to trial balance, deal with invoices, bills, and direct debits.

Produce  payroll for 4 staff using QuickBooks. 
Produce payroll year end returns (P14, P35, P60 etc.) 

Assist the Treasurer, Chief Executive and project staff with financial reporting. 

Update staff handbook and guidelines/policies including H&S.  

Manage the office calendar on Outlook. 

IT Management and Support

Manage the IT network administration of small server based network of PCs, including backups & security in liaison with external IT support supplier 

 Some maintenance of website (uploading and archiving) with Policy & Communications Officer (desirable)  

Deal with day to day queries and some technical requests (for example scanning documents, maintaining printers).

Systems Maintenance

Oversee office equipment and services including telephones, printers, fax etc.

Develop and maintain contacts databases with Policy & Communications Officer, 

Manage electronic filing and archiving.

Membership

Manage membership records and subscription renewals

Meetings/event administration and registration 

Equal Opportunities

The Heritage Alliance is fully committed to the provision of equal access and opportunity as an employer.
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