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1 Introduction 

Thank you for deciding to find out more about the Office Manager position at Cordis 
Bright. We are a growing company are looking for an organised and self-motivated 
candidate. 

This pack contains further information about the role and the person we are looking for. 
People who thrive with us tend to be proactive, organised, intelligent, and have a strong 
commitment to the public sector. This pack contains further information about: 

 The kinds of work Cordis Bright does 

 The role of Office Manager 

 The people we are looking for 

 The package 

 How to apply 

If there is any further information that you would like, or to have an informal, confidential 
discussion then please do not hesitate to phone Mark Norton, our current Office Manager 
on 020 7330 9170. He can then schedule a convenient time for you to talk to a member of 
our management team.   
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2 The kinds of work Cordis Bright does 

Cordis Bright is a consultancy and research firm specialising in children’s services, adult 
social care, criminal justice, healthcare and the independent sector. The kind of culture 
that we aim for within Cordis Bright is described below: 

 We believe in delivering the best we can for our clients. We require work of the highest 
possible standard that delivers impact and value. We like a challenge and bring energy, 
passion and commitment to our work. However, we’re not obsessive and genuinely 
seek to promote a healthy work-life balance.  

 We apply intellectual rigour, thoughtful application of skills, and evidence of what works 
to help our clients. We believe in honesty, with straightforward and open 
communication. 

 We take a collaborative approach. We welcome diversity – of people and of opinion. 
We give people room to make an impact in a supportive environment where each team 
member is recognised and rewarded for their individual contribution.  

The Office Manager will need to be committed to, and enjoy working in, such an 
environment. The Office Manager role requires the post-holder to act on their own 
initiative and is key to helping ensure that the wider research and consultancy team is 
working effectively and efficiently and can, in turn, deliver high quality projects such as: 

Review of what works in 
supporting children and 

families social work 

Needs assessment on 
violence against women 

and girls 

Evaluation of NHS 
Vanguards 

Competitor analysis on 
behalf of a large national 
learning disability charity 

Review of hospital 
discharge processes for a  
London Borough and NHS 

Evaluation of a new case 
management approach to 
working with children and 

young people with complex 
needs 

Evaluation of early 
intervention programmes 
aimed at families at risk of 

escalating problems 

Analysis of a national 
survey of care workers 
about job satisfaction, 
retention and career 

progression 

Analysis of local authority 
cost-saving measures on 

behalf of a national learning 
disability charity 

 

More information about our work is included on our website: see www.cordisbright.co.uk. 

 

  

http://www.cordisbright.co.uk/
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3 The role of Office Manager  

3.1 Overview 

As Office Manager, you will play an active role in the team and your tasks would involve:  

 Managing Cordis Bright’s office and its functions. 

 Organising and supporting our programme of events. 

 Leading in the planning and provision of administrative support to consultancy and 
research projects.  

 Taking notes of internal meetings. 

 Contributing to marketing, proposals and business development. 

The role will be based in our London office. The Office Manager is line-managed by 
Colin Horswell, Managing Director. That said, the successful candidate will also be 
expected to work closely with the rest of the management team, the finance manager 
and the wider consultancy and research team.  

There is a high degree of autonomy and independence. People are encouraged to take 
responsibility for their own workload.  The Office Manager will need to be proactive in 
the way in which they undertake their work, seeking out opportunities to positively 
contribute to the development of our successful business. 

A more detailed job description is provided below. 

3.2 Job description 

 To act as the first point of contact for external enquiries to Cordis Bright from clients, 
prospective clients, suppliers and others ensuring that a professional and courteous 
working relationships are established.  

 To ensure timely and efficient administrative support for all aspects of our consultancy 
and research business, by proactive participation in the planning process and effective 
and delivery of the administration support as needed. 

 To provide administrative support to the Finance Manager. 

 To recruit and manage temporary administrative support as dictated by fluctuating work 
patterns. 

 To organise cost-effective travel and accommodation solutions for team members. 

 To manage all aspects of information technology for Cordis Bright, working closely with 
and managing the performance of our external IT support suppliers. This includes 
being the first port-of-call for IT queries within the team. 
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 To lead in the planning of administrative arrangements for events (e.g. conferences 
and seminars) and to undertake the work needed to implement. 

 In conjunction with consultants and researchers, to organise and on occasions lead in 
marketing initiatives, such as large-scale mail-shots and advertising in trade 
publications. 

 In conjunction with consultants and researchers, to contribute to our social media 
presence (e.g. website, LinkedIn, Twitter). 

 To lead the co-ordination of recruitment for Cordis Bright, including placing 
advertisements, collating returned applications and liaising with candidates. 

 To produce and collate documents to support the submission of tenders for new 
business. 

 To assist in the preparation, proofing, binding and distribution of reports and other 
documents. 

 To procure all office supplies and services, including stationery and office equipment, 
as cost-effectively as possible. 

 To ensure that office equipment is properly maintained.  

 To liaise with the landlord about all matters relating to the office building. 

 To act as fire warden, health and safety lead and office first aider (training will be 
provided where required). 

 To maintain (and, if necessary, develop and change) electronic and paper systems for 
orderly filing and maintaining of documents, letters and other papers relating to our 
clients. 

 To take accurate notes of meetings (mainly internal). 

 To maintain a central diary of staff movements and records of staff annual leave. 

 To support the work of the company in all possible ways by using initiative to speed the 
conduct of business with clients. 

 To undertake any and all associated activities as necessary. 
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4 The person we are looking for 

The table below shows the knowledge, skills and experience that we are looking for in a 
candidate. In summary: we are looking for a person with a keen attention to detail, used to 
having a high level of accountability, successful previous experience in a similar role, 
and comfortable working in a flexible and fast paced atmosphere and with a wide variety 
of responsibilities. 

Requirement Importance 

A Bachelor’s Degree (or equivalent) Essential 

Minimum of two years’ previous experience of fulfilling an office 
manager, business manager or similar role to a high standard  

Essential 

Previous experience of working in a small team environment Desirable 

Previous experience within a research or consultancy organisation Desirable 

Ability to manage, organise, and prioritise multiple day-to-day tasks 
while maintaining high quality standards 

Essential 

Willingness to hold and exercise first aid, fire marshal and health 
and safety responsibilities (training will be provided if required) 

Essential 

Excellent written communication skills Essential 

Excellent numeracy and finance skills Essential 

Confident and skilled in the use of the Microsoft Office suite, 
especially Outlook, Word, Excel, and PowerPoint 

Essential 

Experience of maintaining IT and phone systems Essential 

Excellent time management and organisational skills Essential 

Well-rounded interpersonal skills Essential 

Commercial and business acumen Essential 

Strong self-starter with a high degree of initiative and personal 
responsibility 

Essential 

A proactive, self-motivated outlook and a commitment to delivering 
high quality 

Essential 

Previous experience of organising events Essential 

A strong commitment to the public sector and the provision of 
public services 

Desirable 

An active interest in the sectors in which Cordis Bright specialises Desirable 

Committed to equal opportunities Essential 
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5 Package 

Benefit Details 

Salary £27,500 to £32,000, though more may be available for an 

exceptional candidate. 

Profit share One third of profits are allocated to the bonus pool and allocated 

to all staff based on salary. 

Holiday Holiday entitlement starts at 20 days and rises to 25 days after two 

full years of service. We also close over the Christmas and New 

Year period which essentially adds another five days to your 

holiday entitlement. 

Pension Cordis Bright makes a contribution of 5% of gross salary to the 

pension scheme. From April 2019, employees will be required to 

contribute 2% of their salary in order to comply with national 

requirements in relation to workplace pensions. Employees also 

have access to a second Stakeholder Pension. 

Other benefits Other benefits include life assurance, enhanced sickness benefit, 

access to an independent financial adviser, childcare vouchers, 

and season ticket loan. 

Hours Full-time. 9am to 5pm, Monday to Friday, with one hour for lunch. 

Location Thomas Ford House, 23-24 Smithfield Street, London EC1A 9LF.  
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6 To apply 

To apply, please send all of the following in the format requested: 

 A CV (two sides of A4 maximum) detailing your employment and education history to 
date.  Please make sure your CV contains a clear career timeline including periods 
when you were not in work or education. 

 A covering letter (two sides of A4 maximum) covering the following topics: 

 Why you would like to join Cordis Bright.  

 How you meet the requirements specified in section 4 above. 

 Your current salary and notice period. 

Please include in the subject field ‘application for Office Manager’. 

Please send this to recruitment@cordisbright.co.uk by the deadline of noon on 
Monday, 24 July. We plan to hold interviews on Tuesday, 1 August. 

Some other things you may need to know: 

 We do not accept applications via employment agencies or head-hunters. 

 We will consider job-share arrangements. If this is of interest please highlight this in 
your application. 

 If successful, you will be asked to complete an enhanced Disclosure and Barring 
Service check. 

 You must have the legal right to work in the UK as we are unable to sponsor work 
visas. 

 We are committed to equal opportunities. 

 

mailto:recruitment@cordisbright.co.uk

