Post: Office Manager
Organisation: Seal Dunfermline
Contract: Permanent
Hours: 12 hours per week
Salary: £XXXXX (pro rata) 
Location: Seal Dunfermline, 12 Halbeath Road, Dunfermline

Seal Dunfermline is a small established charity based in Dunfermline providing support to children and young people in the West of Fife. We are looking to recruit an office manager to join our small and friendly team and help make a positive difference to the lives of those who access our service. 
The Office Manager will contribute to the smooth running of the charity by ensuring administrative and financial functions are carried out efficiently and effectively.  You will have experience of working in an office/admin environment and be confident in the use of IT applications including MS Word, Excel and email. You will have good organisational, interpersonal and communication skills, have an eye for detail and be able to act on your own initiative.  Duties will include dealing with telephone and email enquiries, maintaining admin. and financial records, minute-taking and processing payments and payroll.
We support hybrid and flexible working.  This is a part-time position (12 hours).  A limited number of additional hours will become available in the coming year during term-time.  
 If you feel you have the required skills and experience and want to help improve the lives of children and young people in the West of Fife please email  office@sealdunfermline.org.uk  for an application pack.
All applications will be treated in strictest confidence.
Seal is a Real Living Wage employer

