Office Manager
Posted 14 October by Pattern Ltd  ● £30,000 per annum, OTE ●  Central London, London ● Permanent, full-time

About us:
UK and Ireland representative for several German trade fair organisers. We currently promote a portfolio of trade fairs from industries as varied as jewellery to building machinery and electronics to commercial real-estate. We represent trade fairs in Germany, China, India, Russia, Southeast Asia, South Africa, South America and Turkey.
Job summary:
An excellent opportunity for a team player looking for a challenging and varied role. You will be responsible for managing the office including organising company events, ordering supplies and updating social media pages/website. Your job will also predominately involve assisting the Managing Director and team with their workload, along with diary/travel management and dealing with all correspondence/phone calls. You will be required to travel, including overseas.
Main responsibilities:
· Acting as a first point of contact: dealing with correspondence and phone calls.
· Booking and arranging travel, transport and accommodation.
· Managing the MD’s emails/diary and help prepare for meetings.
· Maintaining the database and filing systems.
· Keeping the website and Twitter page up to date.
· Provide admin support to the rest of the team, and sometimes assisting with sales calls.
· Ordering office supplies and ensuring the office runs smoothly.
· Implementing and maintaining procedures/office administrative systems.
· Organising company events.

Key Requirements:
· Strong communication skills, motivation and initiative.
· Highly organised.
· Confident telephone manner.
· Ability to multi-task.
· Discretion and trustworthiness.
· Flexibility and adaptability.
· Minimum 4 years’ experience working in a similar role.
· Good sense of humour.
· Good understanding of Microsoft Outlook and Excel.

Required skills
· Administrative
· Calls
· Communication Skills
· Management
· Social Media
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