
Streamvale Open Farm
Job Description

	Title:
	Office Supervisor

	Business area:
	Open Farm

	Responsible to:
	All Partners, report to Chris Wilson

	Overview:
	To manage a fast paced and busy office that is constantly changing and evolving as the business develops. You will ensure the provision of effective administrative support to the business as well as emphasising Streamvale’s core values.  
You will support management with the daily running of the attraction making sure everything runs smoothly. 

As the business develops there will be opportunities to progress, with a strong emphasis on personal growth and development. 

To be part of this strong team you need to go above and beyond the minimum requirements which will be rewarded. This is not a normal 9-5 job however it can be a very fun and rewarding environment to work in. 



	Tasks:
	1. Office 

· Keep the office clean, tidy and organised. 

· Answer phone calls and respond to voice messages in a friendly and efficient manner.  

· Open all post and direct to the appropriate person. 

· Organise and post any passes to visitors keeping a record of numbers.

· Organise and order all office stationary. 

· Manage petty cash and control floats. 

· Help balance cash takings at end of day and make sure it is all recorded accurately. 

· Prepare lodgements for banking

· Ensure compliance with GDPR

2. General 
· Attend management meetings when asked and contribute new ideas to the development of the business. These are likely to be early on a Monday morning. You will report to the meeting on the previous week as well as keeping up to date with what is happening around the farm. 

3. Staff 

· Maintain staff records

· Log staff hours on spreadsheet and summarise for end of month wages. 

· Liaise with farm and café managers in relation to staff and hours. 

4. Bookings/ Invoicing 
· Take and organise all bookings via email/phone- groups/schools/ birthday parties. 

· Make sure online diary is accurate and appropriate information added. 

·  Draw up invoices for groups and liaise with duty manager regarding payment. 

· Manage a debtors list and make sure all are chased up and money paid. 

5. Reports/ Documents
· Filing system implemented for insurance documents etc
· Make sure all documents are kept to hand in compliance with the AAA scheme. 

· Ensure all health and safety/ fire/ pest control documents are organised.
6. Shop/Entrance 
· Cover the shop and/or entrance over lunch each day. 
Take your own lunch at an appropriate time in relation to the running of the day. 
7. IT

· Carry out regular antivirus checks

· Manage and record data on excel efficiently and accurately. 

· Keep all reports/ info organised on PC

· Keep computerised record of end of day checklists/ cash sheets.  

· Adjust spreadsheets and formulas when required on excel.  

· Maintain an online calendar

8. Team/personality 

· It is important that you get on well with the close-knit team. Supporting both the catering and open farm staff as best as possible. 

· You must be friendly and able to deal with children of all ages as well as work along with our young casual staff.  
· Personality is very important to suit this role.

9. Any other duties that the business requires/ support Chris in the office. 



	Hours:
	 40 hours a week during open season. Additional time in lieu to be taken during off season as agreed with line manager. 9am to 5pm during spring/summer, 9am to 4pm during autumn/winter. Must be available to work bank holidays/ peak times/ events. Some weekend work and earlier starts required. 

	Breaks:
	30 minutes paid lunch break at appropriate time in conjunction with other staff. 

	Wage:
	£8.50- £9.00 per hour depending on experience. 

	Contract:
	Permanent Full Time – after satisfactory 6 months probationary period has passed.  

	Holiday entitlement:
	28 days including statutory days in lieu. At least five days plus statutory days to be taken over Christmas. 
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