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PERSONNEL SPECIFICATION

OFFICE MANAGER - £34,434 per annum 
	
Qualifications and
Experience:










	
Candidates must possess a degree qualification or equivalent in Business Administration, Office Management, HR, Finance or a related field and have a minimum of THREE years’ employment experience. Alternatively candidates must demonstrate a minimum of FIVE years' equivalent experience gained within a comparable role or environment.
 in ALL the following areas:
· Managing financial budgets including payroll
· Managing office administrative functions
· HR Administration including recruitment and staff management
· Budgetary control
· CRM/Database Management 
· Calendar and Meeting management
· IT and software skills

	
Technical Competencies:







	
· Strong finance and administrative skills
· Payroll administration
· Office facilities management
· Data management and digital filing
· Excellent negotiation techniques
· Excellent collaboration skills
· Ability to manage financial budgets
· Ability to compile and present reports
· Procurement and supplier management
· Inventory and office supply management
· Proficiency in SAGE software package 
· Proficiency in using Microsoft Office 365/CRM/Databases and office management software
· Co-ordination of Health and Safety compliance systems
· Co-ordination of fixed asset management and stock control systems

	
Behavioural Competencies:













	
· Excellent organizational and time management skills
· Strong interpersonal and communication skills, with excellent attention to detail
· Excellent networking skills and ability to establish strong working relationships with a wide variety of multi-disciplinary contacts and organisations
· Creative, dynamic and innovative individual
· Ability to work on own initiative and work as an integral part of a team 
· Ability to manage competing priorities and maintain confidentiality
· Excellent problem-solving and decision making skills
· Work under pressure and to complete work within deadlines
· Promote a positive image of Visit Derry
· Professional and adaptable to the organisations core values Passion, Professionalism and Partnership to promote the city and region as a major tourism destination.



Closing Date:	 Wednesday 24th June 2026 – by 4.00PM
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