
Office Coordinator 
£20,000 per annum | 37.5 hours per week 

 
 
Summary 
This is a challenging, hands-on and busy post, it will suit someone who is seeking varied 
duties within an office environment who is comfortable with taking responsibility and 
making decisions. 
 
The Office Coordinator reports to the General Manager. The Office Coordinator provides 
business administrative duties to ensure TYF HQ runs smoothly. These duties include 
managing employee documentation, running financial reports, bookkeeping and 
managing compliance.  
 
Responsibilities  

1. HR: 
- Work with the wider team to ensure all staff qualifications and documents are 

uploaded, logged and expiry dates monitored.  
- Issue all employee contracts, compile and update employee records (hard 

and soft copies). 
- Process documentation and prepare reports relating to personnel activities 

(staffing, recruitment, training, grievances, performance evaluations etc) 
- Coordinate HR projects (meetings, training, surveys etc) and take meeting 

minutes 
- Deal with employee requests regarding human resources issues, rules, and 

regulations 
- Assist in payroll preparation by providing relevant data (absences, bonus, 

leaves, etc) 
- Properly handle complaints and grievance procedures.  
- Coordinate communication with candidates and schedule interviews 

coordinate the initial orientation to newly hired employees.  
- Conduct initial orientation to newly hired employees 

 
2. Finance 

- Use Xero to record financial transactions and purchase orders, handle 
accounts payable and receivable and prepare HMRC tax forms.  

- Provide regular profit and loss statements and reports to the General 
Manager and Board of Directors. 

- Pay company bills and maintain company ledgers and balance the company 
accounts on a weekly basis.  

- Process sales invoices and assist the Sales Coordinator with chasing 
quotations.  

- Assist the General Manager with preparing an annual budget.  
- Dealing with financial paperwork and filing 
- Conduct banking and assist in the daily usage of financial processes, 

enhancing and updating where needed 
 

3. Business administration  
- Maintaining office supplies by keeping an inventory and ordering new 

supplies as needed 
- Keeping well-organised files and records of business activity including filing 

historical records and retrieve necessary documents as needed for others 
 



 
 

- Researching and comply with legal requirements as they pertain to the 
company's operations and financial activities 

- Manage supplier relationships for the support department (printer contracts, 
fire alarms,  

- Manage relationship with tenants upstairs and in the courtyard. 
- Helping the team maintain databases. 
- Manage the company IT systems and user licences (Google Drive, Microsoft 

Office etc) and assist with minor technical support.  
- Making travel arrangements for employees 
- Preparing documents by printing, copying and binding.  
- Collecting and sorting post 
- Participating in team meetings and taking meeting minutes.  
- Maintaining TYF’s relationship with UK B-Corps and work towards improving 

our B-Corp Score.  
 

4. Other responsibilities 
- Attend training courses to keep qualifications up to date 
- Work within the terms of their contract of employment and adhere to 

company policies.  
- Undertake any other duties as may reasonably be requested of the Office                       

Coordinator.  
- Assisting retail and booking office staff as required.  
- Assisting customers with order enquiries over the phone and via email 
- Dealing with customer complaints or issues 

 
Skills 

- Excellent interpersonal skills with ability to communicate effectively at all levels. 
- Fast touch typer with outstanding knowledge of the Microsoft Office suite and 

experience using Xero accounting software.  
- Highly organised and a good multi tasker that is able to work well without 

supervision and in a high pressure environment.  
- Knowledge of basic bookkeeping principles and office management systems and 

procedures 
- Good knowledge of office equipment (e.g. printers, scanners and wifi routers). 

 
Qualifications  

- Hold or be willing to work towards a Level 2 AAT qualification or equivalent. 
- Hold or be willing to work towards a HR CIPD qualification.  

 
Experience 

- A minimum of two years experience in an office environment ideally in a similar role.  
- Previous experience in document control, compliance and analysis of data. 


