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My Working Day
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My Working Day as a: Office Manager

Organisation: Community Foundation for Merseyside

Type of organisation: Charity, Philanthropy Centre

Subject of study: Art, Display and Exhibition and Medical Illustration

Job title: Office Manager

Job type: HR, Training and Development, Volunteering scheme, Membership and office facilities

In which country are you currently working?: UK


What does your job involve?: 

My role is very much a mixed bag which makes it all the more interesting, the role ranges from all aspects of HR including recruitment, health & safety and personal, I also run the volunteering scheme, membership scheme and look after a number of budgets including the training and development for all our staff. General office facilities are also included in my role which can include a whole host of things too long to mention!! And I do some PA work for the Chief Executive.


My typical day: 

As my role is so varied I spilt my day up in order of priorities and also to make my day interesting, I may be involved in a recruitment project which may take a good part of my week up and then spilt the rest of my time between other projects and duties, so really there isn't a typical day! I attend a few HR and employment law seminars to keep me in touch with changes in the law and get me out the office as my role is pretty much desk based. I always start the day with a coffee, breakfast and check my emails, I very much multi task. 
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Three things that I like about my job: 

(1): The fast that my job is people based makes it more enjoyable, I couldn't work alone or from home as I love working with and alongside a team.

(2): The fact that the work that we do makes a difference, this is the second charity I have worked for which feels right for me; I don't think I could go back to the private sector.

(3): Freedom! We have an excellent work ethic here at the Community Foundation in which we work hard but take responsibility for our workoads, we are a friendly and happy bunch so it's always a nice place to come and work!


Three things that I'm not quite so keen on:

(1): Minute taking, I hate it!! I use a dictaphone at board meetings and then write them up afterwards which helps as I'm dyslexic, but I still hate doing it so this would be the part of my job I don't like.

(2): Sometimes I get itchy feet as my job is very much desk based, I would like to be out a little more in the fresh air!


Key points in my career development to date: 

My working life has been pretty varied to date, but I have learnt a lot from the different jobs I have had and I'm in a comfortable position now with regards to confidence and career. 


What I wish I'd known when I was a student: 

What I really wanted to do with my working life, although I don't regret anything that I have done but if there was more structure when I was a student I may have followed a difference path, there was pretty much no work in the medical Illustration field when I left my studies.


Tips or advice for those looking for jobs: 

My top tips would be to gain experience with a company before leaving your studies if possible in the field you want to go in, get a feel of what it's really like out there as the reality maybe quite different! If you can't get paid work straight from leaving your studies go and do as much volunteering as you can, this way you can fill your CV with productive experience. When applying for jobs make sure you spend time and do a really good application, even if you are applying for ten other jobs at the same time. 
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