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Speaker’s notes 
I’am working in a team with Nichola, Karl, and Anselmo on a group presentation. We have chosen to talk about an office manager role in British Gas. British Gas is a well known gas and electric supply company. 
I will talk about how we have decided to advertise this job role. We have chosen to use Glassdoor as one of our advertising website and there is a link to the job advertisement in the referencing list which you may find at the end of my presentation.  We use many job search websites to advertise our current available job roles. We use websites such as Reed.com, Totaljobs.co.uk, Indeed.co.uk, and we also use Linked in as one of our many advertising sites. Centrica is another website which we use to advertise job roles within our company, and also where we ask our job candidates to fill in job applications. 
There are many other ways to advertise job roles for example newspapers, radio, job centre, face to face, social media, email alerts, and much more. We have chosen to use a website (Glassdoor) because it is easily accessible and secure. I have found the job description online using the glassdoor website. It is a full time office manager role, you would be working for British Gas. You could earn yourself a salary from £22,000 - £25,000 Depending on your experience. This is a full time (40 hours per week) position and you would be expected to work from Monday to Friday (8.00am until 5.00pm). This job role is located in Poole, Bournemouth.
It is important to think about all the different advertising methods first, and then decide which one or more will be suitable for your job advertisement. When advertising a job role you should ask yourself if for example; will my potential candidates be on LinkedIn?. You should aim to advertise using sources that most professionals use e.g. newspaper, radio, recruitment sites etc. When creating a job advertisement you should use suitable visual aids to make it interesting. 
Your responsibilities would include the following;  
· Managing the office site

· Make sure that all health & safety policies are reviewed and more up to date.
· Make sure that you follow the Data Protection laws are not broken.
· You will also be in charge of  supplying all the stationary, organising amendments for all faulty equipment in the office, arrange regular tests for all electrical equipment, you will be in charge of recording the fire alarm tests.
·  Make sure that the equality and diversity policy is being followed at all times.
· Occasionally you will be doing inductions and providing training for staff.
· You will also be in charge of office events, providing team building opportunities, and ad hoc projects.
· You will also be giving out tasks within the office, making sure that all the tasks are completed by the deadline given and also fulfilling expectations. 
In order to become successful at this role you would be expected to have great problem solving skills and cognitive skills because as a manager you will face conflict sooner or later. As a manager your role is to lead your staff to complete all the tasks on your agenda. You might come across having staff members that don’t get on due to strong different personalities or different preferred working styles. You would then be expected to step up and resolve the problem by listening and understanding both sides of the argument, you should then come up with a conclusion in which both sides will be happy with. As a manager you should also make sure that everyone is working and that all the tasks are divided equally amongst your staff members. Self motivation and initiative are very important skills that a manager should have. ‘’ What are self-motivation and initiative? The ability to do what needs to be done without being prompted by others or the willingness to take a fresh approach ’’. As a manager you are expected to manage and lead so without self motivation you will not be capable of achieving the desired objectives. 
You would be required to have excellent leadership skills, great team working skills, high confidence, and be very motivated. You along with your team will be expected to deal with all the customer enquiries and complaints. In order to be successful in this job role you must have exceptional communication skills, interpersonal skills, and easily adapting to change. You are expected to have a good knowledge of the Microsoft Office suite such as Microsoft word, Microsoft PowerPoint, Microsoft Excel etc. You will be expected to be familiar with legislation acts for the workplace (employment rights act 1996), Data Protection act 1998, and Diversity & Equality.
On the 7th December 2018 During our group meeting I’ve been informed by a member in my team (Nichola) about the fact that she will be absent on the day of the presentation which will take place on the 11th December 2018. Due to her absence, we as a team shared her part of the presentation between as all equally. I now, for those reasons have another topic that I will be covering in my speech which is Personnel specification. 
‘’ The person specification is a description of the qualifications, skills, experience, knowledge and other attributes (selection criteria) which a candidate must possess to perform the job duties.’’ 
SAOS University of London (2018). 
A personnel specification should be informative and straight to the point. It should provide each candidate/reader with a list of skills, knowledge, qualifications etc. that they should have to be successful at getting this job. The personnel specification for this Office Manager role will also be covered in my speech. 
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