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FUTURE FIRST OFFICE MANAGER                             

 

About Future First 

Future First works to close the achievement gap between those born into low-

income and high-income homes and, in doing so, contribute to improving social 

mobility.  

We help state schools and colleges build thriving, engaged alumni communities. 

Former students can have a transformative effect on young people studying today, 

returning to act as inspirational role models and mentors or to offer insight into the 

world of work through, for example, valuable experience of the workplace or in-

lesson support.  

We build the infrastructure around state schools which allows them to engage, track 

and mobilise their former students – both older alumni and recent leavers. Within 

every school and college‟s alumni community, there is a host of potential career 

and education role models, who can motivate current students, build their 

confidence and provide greater insights into the world of work. Future First helps 

schools and colleges to harness this resource. 

We currently work with over 400 state schools and colleges across England and 

Wales (more than 10% nationwide) and have signed up more than 180,000 people 

to support their old schools. 

 However, there is still much more to do. We„re committed to expanding our work to 

more schools, learning as we go and refining and adapting our programme to 

achieve the biggest possible impact for young people. 

 

Job Description 

 

Job title Office Manager 

Reports to Executive Chair 

Salary band £20,000 - £25,000 depending on experience 

Contract type Permanent  

Location Future First central office, currently West Kensington 

Benefits Generous leave entitlement of 28 days plus bank holidays; 

volunteering days; pension scheme with employer contribution; 

interest free travelcard loan; employee perks and discount 

scheme 
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Role purpose 

 

To take responsibility for the administrative and organisational activities that facilitate 

the smooth running of Future First, including: providing a warm and engaging service 

to meet queries and requests from external contacts and staff; ensuring that 

relevant records are up to date; that office equipment is maintained; and that all 

administration processes work effectively. The Office Manager will also give 

administrative support to the Executive Chair and our senior leadership team. 

 

Duties & responsibilities  

 

1. Administrative support 

 Provide a comprehensive all-round secretarial service for the executive chair 

and directors, including tasks such as taking messages, document 

production, presentations and electronic filing  

 Ensure internal meetings are supported efficiently by creating agendas, 

taking minutes and following up on actions 

 Support the senior leadership team with tasks such as organising and 

arranging meetings, booking rooms, venues and  travel 

 Provide intensive organisational support for the arrangements for staff 

meetings and away days 

 Update content on Future First‟s website and internal site 

 Maintain the organisational wide calendar 

 Arrange post/delivery collections and deliveries 

 

2. Office management 

 Manage all items coming into Future First‟s generic email address, responding 

and forwarding items on as appropriate 

 Act as a key point of contact for all members of FF staff on queries and 

problems 

 Work well with all FF staff so they feel well supported and communication is 

effective across the organisation 
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 Ensure  the smooth-running and efficient housekeeping and maintenance of 

Future First‟s central office  

 Liaise closely with the Brilliant Club, with whom we share premises, to provide 

a positive and healthy working environment for staff 

 Ensure  that the office is well stocked for essential stationary and printing 

supplies 

 Ensure that  equipment such as the photocopier is efficiently managed and 

kept in good order 

 

3. External relationships 

 Provide a warm, welcoming and knowledgeable service both in person , on 

the telephone or by email  

 Build relationships with regular contacts 

 Support the senior leadership team in building  and maintaining excellent 

relationships with our supporters, including  organising events and dinners 

with our supporters 

 

4. HR and recruitment 

 Ensure all HR documentation is up to date and filed for all staff 

 Support the recruitment of new staff from advertising roles to organising 

interviews 

 Plan staff inductions  

 Introduce our systems  to new starters 

 

5. Data and reporting 

 Help keep all our data up to date on our online database and produce 

regular reports of our key data 

 

6. Finance 

 Manage the small office management budget 

 Support Future First‟s  Finance Officer with occasional tasks if a need arises  

 

7. Other 

 Other administrative tasks as required. 
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Person Specification 

 

Essential: 

 Highly organised in approach with good planning skills 

 Considerable proficiency in using computers and online systems,  with the 

ability to learn software and new systems quickly and confidently 

 Excellent written and oral communications skills. 

 Ability to work to tight deadlines and prioritise work 

 Ability to work under pressure, multi-task and make sound decisions 

 Warm and friendly – both in person and on the phone. 

 Willing to take initiative and go the extra mile. 

 Comfortable working in a fast-growing, dynamic team. 

 

Desirable: 

 Strong experience in an administrative role. 

 Experience of using a Customer Relationship Management (CRM) database.  

 Experience of designing and implementing new administration processes. 

 Experience of event organisation and administration. 

 Interest in issues surrounding social mobility and education. 

 

How to apply 

Please send a CV, letter of application and a completed diversity monitoring form to 

careers@futurefirst.org.uk with the subject line “Office Manager”. 

Application deadline: Monday 6 February 2017, 9am. Interviews are likely to be held 

on the afternoon of Thursday, 9 February. 

 

Any questions? 

If you have any questions about this role please email careers@futurefirst.org.uk and 

we will be pleased to answer them. 
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