
 
Urban Theology Union (UTU)  -  Office Manager 
 

 
Job Summary: 
 
UTU is a member-led education charitable company supporting Christian ministry particularly in urban 
contexts (See www.utusheffield.org.uk for more information). You will help members, staff, tutors, trustees, 
and students (many of whom are post-graduate and mature learners) in meeting our aims by managing our 
office and providing administrative and other support to the organisation using your interpersonal, 
management, administrative, finance and IT skills.  
 
You will be based in the office beside the Library and Teaching Suite of the Urban Theology Union at Victoria 
Hall Methodist Church, Norfolk Street, Sheffield S1 2JB.  
 
Salary of £22,500 – 25,000 a year, full-time equivalent, pro rata for 12 hours per week in three four-hour 
sessions with some flexibility, including occasional evening work to attend meetings.  
 
 

Job Duties: 

1. The Office Manager is line-managed by the Director (CEO), and will line-manage the Administrator 
and supervise the volunteers. You will ensure that the Administrator and volunteers work together 
effectively, and that the work demands from other staff and trustees are balanced against UTU’s 
priorities and workplan. 

2. Your daily tasks include responding to queries in-person, by ‘phone and email, and liaising with staff, 
tutors, members and volunteers and co-ordinate front-of-house welcome.  

3. You will have responsibility for payments, banking and transfers of money, working closely with Hon 
Treasurer to prepare the accounts for independent examination.   

4. You will have responsibility for advising the trustees on compliance with Charity, Health & Safety and 
other relevant legislation, and working with the Company Secretary on compliance with Company Law  

5. You will attend staff and Executive meetings regularly, taking notes and contributing to the meetings. 
Occasionally there will be events or workshops for which reception and notetaking will be required. 
These may be outside normal office hours so some flexibility of working hours is required.  

6. You will manage the banking and book keeping processes and be confident at managing financial 
information. You will also be required to liaise with our external payroll and pension administrator.  

7. Working closely with the Director you will ensure good communication with members.  

8. Working closely with the Director of Studies you will ensure that student registration and reporting is 
done to time in cooperation with our sister college, Luther King House. You will also assist with liaison 
with students and other learners.  

9. You will be responsible for ensuring the progress of the Marketing strategy. 

10. You will need to ensure efficient operation of office and teaching equipment and IT system, by 
completing preventive maintenance requirements; maintaining equipment inventories; evaluating 
new equipment and techniques.  

11. You will ensure that stationery and other stock is kept supplied, being responsible for orders up to 
£100. 

12. Other duties from time to time applicable to the level of responsibility of the post.  

 

 



 

Person Specification 
 

Essential  Desirable Assessment Method 
Skills Application 

Form 
Interview Exercise 

Interpersonal skills; Time and task 
management skills; Noting and 
reporting skills; Administrative and 
writing skills; Microsoft Office skills; 
basic WordPress;  book-keeping; 
Supply Management; Inventory 
Control; Verbal Communication 

Mailchimp, QuickBooks, Social 
Media platforms, accounting, 
some understanding of human 
resources administration.  
 

 
 

√ 

 
 

√ 

 
 

√ 

Qualifications 
 

   

GSCE Maths Grade C and English 
Grade B or equivalent; good 
standard European Driving Licence 
for Microsoft Office or similar; (level 
3) book-keeping or equivalent,   
 

Not-for-profit office 
management qualification 
(level 3) or equivalent; Basic 
accountancy; HR or Personnel 
qualification. 
 

 
 

√ 

  

Experience 
 

   

Running an office in a small 
organisation for at least two years, 
including responding to multiple 
demands; Supervision of staff or 
volunteers within an office context 
for at least two years; Financial 
systems; Sales and purchase; 
Contributing to organisational 
development; 

Working in a not-for-profit 
organisation; Experience of 
supporting adult learners; Line-
management of paid staff for 
one year or more; Being part of 
an organization with a learning 
culture; Experience of reporting 
to senior manager and/or 
Board 
 

 
 

√ 

 
 

√ 

 

Personal qualities 
 

   

Efficient and well organized, but 
also willing to learn new skills 
quickly and adapt. Enthused by 
managing processes, making an 
organisation run smoothly and 
problem-solving. 
Able to relate well to people of 
different backgrounds and ages; the 
ability to be gracious when under 
pressure. 
Supportive of the aims and ethos of 
UTU, and its faith-base, and 
comfortable to be present during 
prayer 

Sympathetic to the Christian 
tradition and able to work well 
with a diversity of approaches 
to faith. 
An interest in theology and 
mission 
 

  
 

√ 

 
 

√ 
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