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Message from the Chief Executive of the Ombudsman Association (OA)

Thank you for your interest in the role of Office Manager. 

This is an exciting opportunity to ensure the smooth running of the Ombudsman Association’s (OA) day-to-day operations at a time when our influence and activities are growing. 

As part of a small team, which already punches above its weight, you will have considerable autonomy to use your skills and experience to make sure the OA operates effectively. We are a fully remote organisation, currently with three staff, that is likely to expand in the next 12 months. Many of our business support services are outsourced, including both ICT support and accounting, and you’ll help to ensure they deliver what we need.

The role is available as a secondment opportunity, on a contractual basis, or as an employee of the OA. The working pattern is negotiable and includes full working from home option. 

Further information on the role and responsibilities, as well as on the OA itself, can be found in this document.

If you have any further questions about the role please get in touch. I am available for an informal discussion w/c 15 December.


Kind regards

Donal Galligan

donal.galligan@ombudsmanassociation.org 
+44 (0)7442 496024
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Who we are
The Ombudsman Association (OA) is the professional association for ombudsman schemes and complaint handling bodies in the UK, Ireland, the British Crown Dependencies, and the British Overseas Territories. 

Our membership criteria are recognised as representing best practice, as reflected in the UK Cabinet Office’s guidance for government departments and UK Companies House criteria for using the protected term ‘ombudsman’. 

The OA provides and facilitates a number of opportunities for the sharing of best practice between members, including via the online OA Community, the various Networks for the staff of member schemes, and the annual conference. 

The Vision of the OA is that throughout the public and private sectors:
· It is straightforward and simple for people to complain.
· People making a complaint are listened to and treated fairly.
· A complaint is dealt with quickly, fairly and effectively at the earliest stage by suitably trained staff. 
· People have access to an ombudsman in all areas of consumer and public services.
· The learning from a complaint is used to improve services.

The OA’s objectives are to:
a) Support and promote an effective system of complaint handling and redress in the United Kingdom, Ireland, Britain’s Crown Dependencies and Britain’s Overseas Territories.
b) Encourage, develop and protect the role of an ombudsman in both the public and private sectors as the ‘best practice’ model for resolving complaints, according recognition through membership.
c) Provide an authoritative voice and promote best practice and policy for those involved in complaint handling and redress to ensure an effective service for the public.
d) Support open and transparent accountability and endorse principles of good complaint handling.

You can read more about our work in our Annual Report. 



1. The Role
The Office Manager role is essential for the smooth running of the organisation.

Key responsibilities for the role
· Maintain financial records (via Xero), payroll, and payment of invoices, liaising with accountants and external auditors.
· Maintain membership records, including issuing of annual membership fee invoices.
· Take lead on ensuring effective business support services for the OA, including managing external suppliers and contracts e.g. ICT support.
· Maintain policies, procedures, and systems to ensure the efficient running of the organisation.
· Maintain an effective digital filing system for the organisation.
· Provide administrative support for corporate meetings, including coordinating dates and taking minutes of the Board meetings.
· Support colleagues on organisation of the annual conference, including logistical arrangements, registration, invoicing, and administration during event.
· Any other reasonable duties as required.   


Hours / place of work
The role is part-time, 0.5 FTE, and the working pattern during the week is negotiable. The role is fully home working, with some travel required during the year as set out below:

Board meetings: There are four scheduled Board meetings a year; two taking place online and two in-person. The in-person meetings are hosted by members of the Board; the location of those physical meetings therefore rotates around the UK and Ireland. 

Annual Conference: The location of the OA’s Annual Conference also rotates around the UK and Ireland. Attendance at the three-day event, which takes place in June, is required to provide logistical and administrative support. Travel might also be required if participating in site visits to identify future venues. 

Ad-hoc events: Travel might be required if supporting ad-hoc in-person stakeholder events.


Offer:
· Salary of £35,000 - £40,000 pro rata (0.5 FTE)
· Home working (or current office if on secondment)
· Negotiable working pattern
· 25 days of annual leave (pro rata), plus Bank Holidays, and additional 1.5 days over Christmas / New Year shutdown period. 
· Nest Pension Scheme, with 8.3% employer contribution, calculated on full salary. 
· Group medical insurance, including Employee Assistance programme.


2. Person specification

Essential 
With significant experience of office or business management, you will have:

1) Excellent administrative, organisational, and time-management skills. 
2) Excellent interpersonal skills and the ability to build strong and effective relationships internally and externally. 
3) Meticulous attention to detail.
4) Experience and understanding of financial administration and contract management. 
5) Ability to prioritise tasks effectively and perform well under pressure.
6) Ability to operate as part of a small team and comfortable with operating by yourself and on your own initiative.

Desirable 
In addition to the above, experience of working in a membership body and / or organising events would be beneficial but is not essential. 



3. Selection process
Please submit your CV and a covering letter, setting out how you meet the essential criteria for the role. Covering letters should be a maximum of two sides. Applications should be submitted to donal.galligan@ombudsmanassociation.org by 18:00 on 6 January 2026.

Shortlisting will take place w/c 5 January 2025. Candidates who demonstrate that they meet the essential criteria will be invited to attend an online interview. Interviews are envisaged to take place w/c 19 January 2025. Further details will be provided to candidates invited for interview. 
 
We are committed to providing equality of opportunity for all job applicants. The information you supply in your application will be treated in confidence and will be used
solely for assessing your suitability for the role.
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