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Job Advertisement 
Job Title: Office Manager 
Location: Southam, Warwickshire (fully office based)
Salary: £40,000
Hours: Monday to Friday, full time 0830 to 1700 Monday to Thursday and 1600 Friday

The role

We are recruiting an experienced Office Manager / Operations Manager to take day-to-day operational control of a well-established professional services business operating within the financial services sector.

This is a senior, hands-on role for someone who thrives on structure, accountability and responsibility. You will oversee office operations, people, priorities and client workflows, acting as a key point of support to the Managing Director and ensuring the business runs smoothly on a daily basis.

This is not a junior administration position. It requires confidence, maturity, and the ability to manage people and client expectations in a professional, regulated environment.

Key responsibilities
· Managing the day-to-day running of the office, ensuring work is prioritised and completed to deadlines
· Overseeing and coordinating workloads across the team, setting expectations and following up daily
· Acting as a senior point of contact for clients, ensuring a professional and responsive service
· Liaising with external stakeholders including lawyers, auditors and regulators
· Supporting oversight of compliance related administration processes, including onboarding and documentation
· Addressing issues promptly and professionally, including performance, handovers and accountability
· Identifying problems early and resolving them before they escalate
· Creating structure and consistency across the office and maintaining high standards

What we are looking for
· Proven experience in an Office Manager, Operations Manager or similar leadership role
· Background within professional services such as financial services, legal, compliance or accountancy would be useful but not essential
· Strong people management skills, including handling difficult conversations when required
· Highly organised, proactive and detail-focused
· Confident communicator with clients and senior stakeholders
· Comfortable working within a regulated environment
· Calm, professional and resilient, able to be firm without being aggressive
· Happy to be fully office-based in Southam
What’s on offer
· Senior leadership role within a stable, established business
· Opportunity to shape how the office operates day to day
· Close working relationship with the Managing Director
· Long-term progression and potential future equity opportunity for the right person


Cover Letter 

Dear Sir or Madam,
I am writing to apply for the office manager position in Southam. With extensive experience in operational coordination, administration and working within regulated environments, I offer a structured, proactive, and accountable approach to managing office operations and supporting senior leadership.
In my current role at Capita Plc (Transport for London), I manage high volumes of sensitive data, triage and delegate cases, monitor team productivity, and ensure compliance with strict regulatory standards. I also support onboarding training, reinforcing expectations and maintaining high performance across workflows. This role has strengthened my ability to prioritise effectively, resolve issues early, and uphold professional standards in a fast-paced setting. 
I am highly organised, resilient and comfortable taking ownership of operations, handling difficult conversations when required, and maintaining structure and accountability. I would welcome the opportunity to contribute to the continued success of your business. 
Many thanks for taking the time to consider my application.
Chanté Felicia Fleary- Young









Curriculum Vitae
Chanté Felicia Fleary- Young
Warwick, CV34 0AG | 2441293@student.uwtsd.ac.uk Chanté Fleary- Young | LinkedIn
Personal Statement
Highly organised business graduate with extensive experience in customer service, administration, and revenue coordination, with a proven ability to lead by example and drive high standards. A confident and analytical professional with excellent attention to detail, strong conceptual thinking, and objective judgment.
Key Skills
Operational Leadership & Office Coordination | Workflow & Priority Management | Compliance & Regulatory Awareness (GDPR, Financial Crime, Data Protection) | People Management & Training Support | Client & Stakeholder Communication | Performance Monitoring | Problem Resolution & Escalation Handling | Advanced Administration & Data Management | Professional & Confidential Practice | Microsoft Office | Time Management | Structured & Detail-Focused Approach
Employment History
Customer Service Representative – Capita Plc (Transport for London) | Oct 2021–Present
· Manage large databases, triage and delegate cases efficiently
· Monitor productivity and meet performance targets
· Support onboarding and training of new staff
· Ensure compliance with policies and data protection
Revenue Co-Ordinator – The Arden Hotel & Leisure Club | Nov 2015–Sep 2020
· Set room rates using revenue strategies
· Managed bookings, invoices, and payments
· Monitored extranets and handled guest enquiries
· Supported front desk and switchboard
Receptionist – The Arden Hotel & Leisure Club | Apr 2015–Nov 2015
· Checked guests in/out, handled complaints
· Cash handling and billing accuracy
· Upsold services and supported guest satisfaction
Additional Employment: Waitress (Birmingham Oktoberfest), Kitchen Assistant (KSB Recruitment Agency)
Education
Business Diploma – Advanced Level | Marketing, PR, HR, Business Communications, Managing Events
Business Enterprise Diploma – Intermediate Level | Business Planning, Finance, Cash Flow, Pitching
GCSEs – English, Maths, Science, IT, French, RE, Health & Social Care, Music, Design & Technology
Certificates
Fire Marshal | First Aid | FLS Fire & COSHH | Safeguarding Level 1 | Cyber & Information Security | Financial Crime | Data Privacy Awareness | GDPR
Additional Information
Full UK Driving Licence | Fast learner | Strong IT literacy
References
Available upon request.
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