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Laxton Properties: Office Manager role  

- Flexible Working (20 – 27 hours a week).  

- Office based, but potential for some home working 

- £25,000 - £30,000 FTE 

- Permanent 

- Berkhamsted, Hertfordshire 

Laxton Properties is a property development business based in Berkhamsted, Hertfordshire. We are 

focused on the delivery of high quality homes in small to medium sized developments within our 

local area.  

We are recruiting for an Office Manager who will support the continued growth of the company with 

a pro-active approach to the various administrative elements that are essential to the company’s 

success. The role will be varied and interesting, including not only administration, but marketing and 

social media, organisation of the office and working within a small team to enable the smooth 

running of the company.  

Part time hours to suit; anticipated arrangement 0930 – 1500 4 or 5 days a week, office based, but 

with potential for some home working. We can be flexible and are happy to consider additional 

flexibility in school holidays (irregular hours of working etc), subject to the necessary tasks still being 

completed.  

 

Summary of role 

Administration 

- Provide administrative support for the business including organising meetings, diaries and 

filing systems. 

- Assisting with project administration.  

- Support for the commercial and accounts administration through data entry, book keeping 

and scanning of invoices. Preparation of outgoing invoices, together with cover letters.  

Reporting / Regulatory Requirements 

- Ensure submission of returns and provide information to statutory and regulatory bodies as 

required  

Marketing / Social Media 

- Organise marketing materials including signage and merchandise. 

- Organising marketing and promotional events 

- Manage and maintain company websites and social media accounts, with responsibility for 

sourcing and posting content.  

Office Management 

- Maintain the smooth running of a safe, tidy and efficient office and working environment. 
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Laxton Properties: Office Manager – Job Description 

 

The Office Manager plays a crucial role in the administration of the company, facilitating the smooth 

running of the business. We value pro-activity, a helpful attitude and hard work, as well as a good 

sense of humour and the ability to fit in well with a small team.  

Responsibilities 

Administration 

- Organising meetings, conference calls etc. 

- Diary management. 

- Booking attendance at CPD events and training courses for all staff.  

- Managing paper and electronic filing systems. 

- Filing emails and other documents for Directors. 

- Completion of expenses forms for all staff.  

- Compiling Homeowner Handover Packs for purchasers. 

- Organising team events (Christmas do, team building days, meals out etc). 

- Assisting with project specific administration such as updating Project Directories and 

planning schedules, writing letters and filing.  

- Assisting with commercial and accounts administration including data entry, book keeping 

and scanning of invoices. 

- Opening and distributing incoming mail. Posting outgoing mail.  

- Liaising with banks as necessary and paying in cheques when required.  

- Maintain and regularly update a summary of planning applications within our target areas.  

- Preparation of outgoing invoices, together with cover letters.  

- Maintain a record of important information.  

- Produce meeting minutes. 

- Maintain and monitor the holiday calendar for the team.  

Reporting / Regulatory Requirements 

- Ensure submission of returns as required (eg Companies House, RICS) 

- Arrange company Insurances 

- CITB Quarterly Surveys 

Marketing / Social Media 

- Ordering and managing stocks of marketing merchandise  

- Organise marketing signage 

- Organising marketing and promotional events 

- Keep the company websites up to date. 

- Set up and manage company social media accounts, maintaining a positive local reputation 

and generating exposure. Liaise with the team for content.  
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Office Management 

- Ensuring that the office remains clean and tidy, including regular superficial tidy and clean 

and organising cleaners to come in on a weekly basis.  

- Removal of rubbish and recycling from the office on a weekly basis.  

- Organise external shredding.  

- Keeping shared kitchen supplied and ensure its kept tidy and that the dishwasher is put on 

and emptied daily.  

- Making drinks for meetings  

- Liaising with the landlord where required. 

- Ordering stationery and other office supplies.  

- Organising the maintenance of company owned or hired equipment, both on site and in the 

office, including the office printer.  

- Liaising with our IT providers to ensure continued good service and to research and order 

software and hardware as required. 

Plus other ad hoc activities required from the business 

 

Key Attributes 

- A positive, helpful attitude is essential. As a small company we all end up supporting one 

another and a willingness to chip in wherever required is important.  

- We are looking for someone who is pro-active and self-motivated, who is keen to do their 

best rather than just do enough.  

- Well organised with an eye for details and getting things done.  

- A friendly character that will fit in well within a small team.  

- Ability to tackle a range of tasks with competence.  

- Reliable & trustworthy. 

- High level of competence in the use of office IT including Word, Excel and Outlook.  

- Experience of Microsoft Projects beneficial but not essential.  

- Knowledge of SAGE accounting beneficial but not essential  

- Office First Aider (or prepared to take the qualification) - We look for all of our staff to be 

First Aid trained and prepared to administer first aid if required.  

- Full driving licence and use of a vehicle is occasionally useful but not essential. 

References will be taken and proof of qualifications required 


