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Job advert 1: 
Office Manager
Posted 17/07/2026 by Construction Logistics Group
Aldgate, Greater London
£40,000 - £45,000 per annum Bonuses based on performance
Permanent
Easy Apply
[image: Construction Logistics Group]
Apply Now
Expiring soon
(Office Manager)
Job Description
Reports to
Directors of the business
Location
London office
Contract type
Permanent, full-time
Hours
8am – 5pm (Monday to Friday)
Salary
£40-45K
About the role
We're looking for a proactive, highly organised Office Manager to keep our London office running smoothly day to day. This is a varied, hands-on role covering everything from office administration and new starter set-up to travel booking and supporting our team with client pitch presentations.
This is a permanent position. However, one element of the role — managing our LinkedIn and Instagram posting — is a temporary responsibility covering maternity leave and will hand back to the returning team member in due course. This will be made clear during onboarding and handover.
Key responsibilities
Office Management
· Keep the office running smoothly day to day, acting as the first point of contact for all office-related matters
· Manage the weekly food/grocery shop and general office supplies, keeping the kitchen and communal areas well stocked
· Liaise with building management, cleaners, and suppliers as needed
· Maintain a well-presented, organised and welcoming office environment
People & Onboarding
· Coordinate the set-up of new starters — desk, equipment, access, and a smooth first-day experience
· Work closely with our external IT support company to arrange equipment, logins, and troubleshoot day-to-day IT issues
· Support with general HR-adjacent office administration as required
Travel booking
· Book travel for the wider team, including flights, transport (trains/taxis/car hire) and hotels
· Manage travel logistics to ensure cost-effective, well-organised trips, keeping itineraries and confirmations organised
Presentations & Client support
· Design and put together polished presentations to support client pitches, working closely with the team on content and structure
· Ensure all materials are on-brand and professionally presented
Social Media (Temporary – Maternity Cover)
· Post to the company's LinkedIn and Instagram pages approximately 1–2 times per week, following the established brand tone, style and content themes
· This responsibility is temporary and will be handed back once the returning team member is back from maternity leave — full training and a handover guide will be provided
General
· Provide broad day-to-day support across the office wherever it's needed — this role covers a wide range of tasks beyond those listed above
· Proactively identify ways to improve office processes and efficiency
About you
· Previous experience in an office management, administration, or marketing role.
· Highly organised with strong attention to detail and the ability to juggle multiple priorities
· Confident communicator, comfortable liaising with external suppliers (IT, travel providers, building management)
· Competent with presentation software (e.g. PowerPoint & InDesign & Canva) and comfortable putting together professional client-facing materials
· Happy to pick up new responsibilities — including a temporary period of managing our social media — with a can-do, flexible attitude
· Discretion and reliability — this role touches a lot of the day-to-day workings of the business

Job Advert 2 

Office Manager
Posted 03/08/2026 by Exemplar Health Care
LE67, Coalville, Leicestershire
£30,222 per annum
Permanent
[image: Exemplar Health Care]
Apply Now
Office Manager
When registering to this job board you will be redirected to the online application form. Please ensure that this is completed in full in order that your application can be reviewed.
Position: Office Manager
Care home: Primrose Place
Location: Ashby Road, Coalville, LE67 3LB
Contract type: Full Time 40 hours per week
Rate: £30,222 per annum
Are you someone with great administrative and office management skills, and an eye for detail? As Office Manager, you’ll provide administrative support to ensure our home runs smoothly for everyone.
You’ll play a key role in managing the efficiency of the office, helping our care team focus on providing the best possible care to the people we support.
This is an exciting opportunity to be part of something new. You’ll have the chance to shape the culture of a brand new team, in a state of the art, purpose built home designed with the people we support in mind.
Join us as our new Office Manager at Primrose Place care home in Coalville.
About Exemplar Health Care 
Primrose Place is part of Exemplar Health Care, one of the country’s leading nursing care providers.
When open, Primrose Place will support adults living with acquired brain injuries, complex mental health needs, dementia and physical disabilities.
As well as stable and secure employment opportunities, we offer great benefits and perks, and plenty of opportunities to learn, develop and progress.
About the role
Our Office Managers provide administrative support, including drafting letters, maintaining financial records, managing filing systems and organising appointments.
 No two days will ever be the same, but your day-to-day responsibilities will include:
· maintaining accurate financial records and our purchase ordering/sales ledger system
· effective management of budgetary controls
· completing staff records, including attendance and holiday records
· processing payroll information
· being the first point of contact for colleagues, the people we support and our visitors
· overseeing the home’s general enquiries
· promoting choice, dignity and independence.
About you
Above all, you’re someone who identifies with our values of fun, integrity, responsiveness, success and teamwork.
You’ll also have:
· experience of working in administration or office management
· efficient data processing skills
· keen attention to detail
· the ability to work to deadline
· an approachable and friendly personality
· excellent written and verbal communication skills
· good working IT knowledge and digital skills.
To apply for this role, you’ll need a relevant qualification, such as Information Technology or Business Administration at NVQ Level 3 or equivalent.
If you haven’t worked in the care sector before, we’ll help you feel right at home from the start with our induction, buddy, and ongoing training programmes.
What we offer
We offer great rewards and perks including:
· regular supervision, peer support, learning opportunities and career prospects
· retail and lifestyle discounts
· free DBS check
· 24/7 counselling and support
· Blue Light Card eligibility.


Task 1 (400 words)

I selected two job adverts for Office Manager positions to compare the skills and knowledge required for the position. Although the roles are within different organisations and different fields, one in Health Care and the other one in the Construction industry, both adverts highlight similar competencies that are essential for an effective Office Manager.
The first job advert emphasises organisation, communication, time management and administration skills. The Office Manager is expected to coordinate daily office activities, manage schedules, maintain records and communicate effectively with employees, customers and external suppliers and cover different roles, when necessary, such as social media presence. It also requires the ability to prioritise tasks and work independently while maintaining a high level of accuracy and being fully flexible within office roles to provide cover when required.
The second advert similarly requires strong organisational and interpersonal skills, together with knowledge of office procedures, Microsoft Office and general administration. It also highlights problem-solving, teamwork and the ability to manage multiple responsibilities at the same time. The role requires someone who can remain professional and calm when dealing with high demands.
The main skills and knowledge common to both adverts are communication, organisation, time management, administration, teamwork, problem-solving and IT skills. These are important because an Office Manager often acts as a central point of contact and is responsible for ensuring that the office operates efficiently.
Effective communication (Coursera Staff, 2024) is an essential skill for an office manager because the role involves working with employees, managers, customers and external suppliers. An office manager must communicate information clearly and professionally to ensure tasks are understood and completed correctly. Good communication also helps prevent misunderstandings, manage workplace issues and build positive relationships with colleagues. Effective listening is equally important because it allows the Office Manager to understand concerns and respond appropriately. In my future role, I would use communication skills through emails, meetings, telephone calls and face-to-face conversations. Strong communication would help me support teamwork, improve productivity and ensure the office operates efficiently.

Task 2 (800 words)

Reflective self-assessment and SWOT Analysis (Gurel and Tat, 2017) allows me to evaluate my current strengths, identify areas for development and consider how prepared I am for future employment and personal advancement. I have used a SWOT analysis to reflect on my strengths, weaknesses, opportunities and threats. This has helped me understand the skills and experiences I already have and identify areas that I need to improve to become a successful Office Manager.

Strengths
Communication is one of my strengths. I am comfortable speaking with a variety of people and know how important it is to listen attentively, show respect, and adapt my communication style according to the circumstance. Because the position necessitates frequent communication with coworkers, supervisors, clients, and outside organizations, this is especially pertinent to office managers.

Time management and organization are also part of my strengths. I am aware of how crucial it is to set priorities, adhere to deadlines, and maintain organization when handling multiple obligations. These skills are valuable in an office environment where an Office Manager may need to coordinate meetings, manage documentation, respond to enquiries and support employees simultaneously.
I also consider teamwork, problem-solving and attention to detail to be strengths. Through my previous experiences, I have developed the ability to work with others, deal with challenges and find practical solutions. For example, when faced with competing priorities, I can assess what needs to be completed first and organise my workload accordingly.

My academic achievements have also contributed to my development. Completing assignments and business-related assessments has improved my research, written communication, critical-thinking and analytical skills. These skills demonstrate my commitment to learning and my ability to work towards deadlines. My academic work has also increased my understanding of areas such as business planning, management and organisational strategy. 

Weaknesses and Areas for Development
Although I have several strengths, I recognise that there are areas where I need further development. One area is confidence in unfamiliar professional situations. When starting a new role or working with new people, I may initially be cautious because I want to ensure that I understand expectations correctly. However, I recognise that an Office Manager needs to demonstrate confidence when making decisions and communicating with others. To improve this area, I will actively seek opportunities to participate in meetings, presentations and professional discussions. I will also ask for constructive feedback from managers, colleagues and mentors so that I can understand how I am progressing. My involvement in group projects and different academic situations such as presentations in front of the class at the university also aids in overcoming this weakness and done great progress along the way.

Opportunities
There are several opportunities available to support my professional and personal advancement. One important opportunity is gaining further work experience in an office or administrative environment. Practical experience would allow me to apply my academic knowledge in real workplace situations and develop greater confidence.
I can also take advantage of professional development courses and online training. Improving my IT, leadership, communication and project-management skills would make me more competitive when applying for Office Manager positions. Working on my assignments for the Digital skills and Problem Solving and Decision Making modules, improved my skills necessary to be a successful Office Manager significantly. While my Employability and Career Development module increased my overall confidence and knowledge, making it possible to apply for higher job positions. 

Another opportunity is to develop a professional network. Building positive relationships with colleagues, employers, professors and other professionals could provide access to advice, employment opportunities and career guidance.
Feedback from peers and mentors is another valuable opportunity for development. Constructive feedback helps me recognise skills that I may not notice myself and identify behaviours that could be improved. Instead of taking criticism personally, I use it constructively and effectively as a means of self-improvement.

Threats
One potential threat to my career development is competition for Office Manager positions. Many candidates may have similar qualifications and administrative experience, meaning that I need to demonstrate additional skills and a willingness to continue learning.
Another threat is the rapid development of technology and artificial intelligence in the workplace. Administrative roles are increasingly becoming digital, and some routine tasks can be automated. Rather than viewing this entirely as a threat, I respond by improving my digital skills and learning how technology can be used to increase efficiency and use it to my advantage instead of allowing it to become a obstacle. 
A further threat could be becoming too comfortable with existing skills and not continuing to develop professionally. The workplace changes constantly, so continuous learning is essential. I will address this by regularly reviewing my skills and setting personal development goals.

Overall, I believe I am developing good readiness for employment because I have gained academic knowledge, developed transferable skills and understood the importance of professional behaviour. My academic achievements demonstrate commitment, discipline and the ability to meet deadlines. My previous work experience has helped me develop communication, teamwork, organisation and problem-solving skills that can be transferred to an Office Manager position.

My extracurricular activities and responsibilities have also provided opportunities to develop interpersonal and organisational skills. Taking part in activities outside formal education has helped me become more adaptable, responsible and confident when working with different people.
Feedback from peers and mentors has encouraged me to recognise my strengths while identifying areas where I can improve, but also made me more confident within myself and helped me discover the areas I excel in. I have learned the importance of feedback and how it should be used as a tool for personal growth rather than taken personally. 
The SWOT analysis has helped me reflect honestly on my current abilities and future development. My goal is to become a confident and effective Office Manager who can support employees, manage administrative responsibilities and contribute positively to an organisation. By continuing to develop my skills and responding positively to challenges, I can improve my employability and achieve my long-term personal and professional goals.

Task 3 

Based on my self-assessment, I have identified two main areas for development: confidence in professional situations and leadership and delegation (Müller and Turner, 2010). Improving these weaknesses is important because my career aspiration is to become a confident and effective Office Manager who can manage responsibilities independently and support a team successfully. 

My short-term goal is to improve my confidence in professional situations within the next 6 months. This will help me communicate more confidently in meetings, handle workplace situations effectively and build positive relationships with colleagues. My second short-term goal is to develop my leadership (Schuetz, 2017) and delegation skills within 12 months. This will allow me to take greater responsibility, coordinate tasks and support colleagues effectively.

My long-term goal, within 2–3 years, is to secure an Office Manager position and develop into a strong team leader. This goal aligns with my career aspirations because it will allow me to use my organisational, communication and problem-solving skills while taking greater responsibility within an organisation.




	
	Short-Term Time Frame 
6 Months 

	Mid-Term Time Frame 
 12 months 
	Long-Term Time Frame 
 24 months

	Section 1 - My Goals  
 


	Professional confidence
	Leadership and delegation 
	Work experience

	Section 2- Next Steps
 


	Participate in meetings, presentations and workplace discussions
	Volunteer to coordinate group tasks and practise delegating responsibilities
	Apply for Office Manager opportunities

	Section 3 - Resources
	Feedback from peers, mentors and managers 
	Mentor guidance and workplace opportunities
	Job websites, CV and interview preparation, assignments from Employability and Career Development module. 

	Section 4- Time Schedule
	3 to 6 months 

Start 1st August 2026

Finish 1st February 2027
	Within 6 months 

Start 1st August 2026

Finish 1st February 2027
	12 months 

Start 1st August 2026

Finish 1st August 2027

	Section 5 - Completion 

	□__________
      Date 
 
 
	□__________
      Date 
 
 
	□__________
      Date 
 
 


Personal Development Plan (LSE, 2019)

This plan is important because it gives me clear and achievable steps rather than simply identifying weaknesses. I will review my progress every three months, record achievements and adjust my goals where necessary. By consistently developing these areas, I will improve my employability, increase my confidence and progress towards my long-term career goal of becoming a successful Office Manager.
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