
   
 

 

 

hello@policyinpractice.co.uk | 0330 088 9242  

www.policyinpractice.co.uk  

 

 
Office Manager 
 
Location: Westminster, London 

Salary:  £24,000 - £32,000 depending on experience 

Reporting: Reports into CEO 

Start date: ASAP  

 

The organisation 

 

We are a team of policy experts, led by one of the architects of Universal Credit. We 

believe government services can be delivered more effectively, and help people toward 

greater independence, if they are simple for people and organisations to understand. 

 

Our software helps people on low incomes to understand how government policy affects 

them, so that they can make better decisions and lead more fulfilling lives. Our analysis 

shows how each individual household is affected by all policy changes, now and in the 

future. This helps local authorities to target resources, meet their statutory obligations and 

spend money more effectively. 

 

Our engine models how the policies of four government departments affect thousands of 

individual households on low incomes. We use a scientific approach to data visualisation 

that can drill down to individual households and help people to take control. 

 

Job description 

 

We are looking for a motivated Office Manager to help organise our business at an exciting 

stage of rapid growth.  

 

You will ensure the day-to-day, smooth running of central functions, including finance, 

people and performance, engagement with clients and other senior stakeholders, assist the 

operations and sales teams in their activities and work effectively with the CEO, engage 

with senior stakeholders, provide key management information and support people and 

performance. 

 

The ideal candidate will want to contribute to a fast growing, socially focused business. 

They will understand and appreciate the importance of their position as the hub of the 

company and the influence they can have on the success of the business. They will have 

excellent attention to detail, and the ability to take ownership over key tasks and an 

approachable but no-nonsense approach to their work.  

 

Your key responsibilities will be to: 

 Oversee finances internally, raising invoices, reconciling payments and expenses, 

controlling central costs and reporting on key internal financial indicators 

 Assist with HR, including vetting applications for junior roles and leading HR processes 

such as contracts, annual leave and set high standards for others to follow 

 Provide PA support to the CEO, including engagement with key clients, central 

government and journalists 

 Represent the company as the first point of contact, primarily via phone and email 

but also, occasionally, in person at meetings and events 
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  Assist the marketing team with the planning and smooth running of events  

 Co-ordinate team meetings and support internal communication 

 Support operations and sales activities, through strong central oversight 

 Improve and maintain office facilities including tidiness and overall presentation 

 

Overview of required experience 

 

Essential 

 Experience of office management, including finance and HR 

 A completer finisher - Well organised with excellent attention to detail 

 Highly motivated and proactive, capable of managing and prioritising multiple tasks 

and responsibilities 

 An ability to take charge and solve problems independently 

 A people person, able to help team members to work independently and as a 

team to perform at their best 

 Able to communicate professionally and confidently, with excellent written 

communication skills 

 Good experience of using office tools e.g. Microsoft Office and an ability to learn 

new technology and systems quickly 

 

Desirable 

 Experience working in a small team environment 

 Experience working with team members who are based remotely 

 Comfortable with communication technology such as Skype, Slack and Dropbox 

 Knowledge of or interest in the welfare system and public services 

 

Overview of company values and key behaviours 
 

Company values  Specific key behaviours and values 

 Purposeful: we know what we are 

doing, and why. 

 Passionate: we care about our work, 

we make sure it is right. 

 Dynamic: we push for opportunities to 

improve, and delight the customer.  

 Insightful: we’re sharp, we go beyond 

the analytics to get to the ‘so what’. 

 Ambitious: not just for our clients or for 

ourselves but also for those affected 

by the benefit system. 

 Integrity: We take pride in the quality of 

our work building and our reputation. 

 Self-motivated: Personal drive to learn 

new skills and develop professionally. 

 Commercial acumen: to deliver value 

to clients and grow this business.  

 Drive: The initiative and desire to take 

ownership over our work. 

 Team worker: happy to share and 

learn with colleagues. 

 

How to apply 
 

Please send your CV and a covering letter clearly outlining your suitability and interest in the 

post, with three words that describe your ideal role, to admin@policyinpractice.co.uk by 

Monday 13 March at 09:00. 
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