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POST NO:       SALARY: £30-35,000 FTE 
 
JOB TITLE:  OFFICE MANAGER   Hours: Flexible 30-37.5 per  
        week (Incl. 6 weekend days  
ACCOUNTABLE TO: HARBOUR MANAGER   April- Sept) 
 

 
JOB PURPOSE 

To be responsible to the Harbour Manager for the management and supervision of the 
Board’s administrative and clerical staff including day-to-day administration of the 
Harbour Office and the efficient operation of all office systems and procedures.   
 
To co-ordinate monthly and annual invoicing for the Board’s statutory and commercial 
activity. 
 
To be responsible for the administration and invoicing of moorings within the harbour and 
work with the Deputy Harbour Master/Moorings Officer in their allocation. 
 
PRINCIPAL TASKS 

1. In consultation with the Harbour Manager establish and maintain such office 
systems as will facilitate the efficient conduct of the Board’s administration, 
ensuring that an appropriate filing system is maintained within the Harbour 
Office, including confidential personnel files and that a full record of pilotage 
operations and Pilotage Exemption Certificates is maintained. 
 

2. Co-ordinate the activities of the Deputy Administration 
Officer/Administration Assistants and other such full-time and part-time 
administrative/clerical staff in the daily activity of the running the Harbour 
Office. 
 

3. Arrange all Board, Advisory Committee and Sub-committee meetings and such 
other meetings as may be required in liaison with the Harbour Manager and 
Chairman as necessary. 

 
4. In consultation with the Harbour Manager, Treasurer and Engineer, prepare 

draft agendas for meetings of the Board and its sub-committees or working 
groups and arrange for publicity, record-keeping and publication of Board 
proceedings as required. 

 
5. To conduct Board correspondence through written, electronic and social media 

referring to the Harbour Manager and other Officers where required and to 
assist with the management of content on the Board’s website. 

 
6. Manage bookkeeping services provided to the Board and maintain oversight of 

payment of supplier invoices and performance to budget ensuring that the 
Harbour Manager and Treasurer are kept informed. 
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7. To manage office systems to ensure that sales invoices are paid within the 

Board’s terms of business and that legal action to recover debt is initiated where 
necessary maintaining a record of costs recovered for byelaw offences where 
appropriate. 

 
8. To be responsible for the administration of and invoicing for moorings within 

the harbour and to work with the Deputy Harbour Master or Moorings Officer 
in their allocation. 

 
9. Monitor the occupational health and safety of all staff including risk assessments 

for Display Screen Equipment and mental wellbeing. 
 

10. To develop and maintain operational guidance and procedures for 
administrative functions including (but not limited to) Cash Reconciliation, Cash 
Handling and Banking, Petty Cash, Issuing Harbour Dues, Mooring Allocation, 
Issuing PWC Permits. 

 
11. Assess the training needs of administration staff and ensure that training 

requirements are made known to the Harbour Manager prior to setting the 
annual budget. 

 
12. To embrace change and carry out other administrative or organisational tasks, 

as directed by the Harbour Master, that may be necessary from time to time. 
 
SPECIAL CONSIDERATIONS FOR THE POST 
 
S1. This post involves constant contact with a wide variety of stakeholders including 

the public and the post-holder will be expected to engage in a constructive and 
positive manner across many levels. 
 

S2. The post holder may delegate responsibility for appropriate administrative 
functions but remains accountable to the Harbour Manager for their discharge.  

 
S3. For the purpose of supervising the bookkeeping function effectively it will be 

necessary for the post holder to liase closely with the Treasurer. 
 

 
SIGNED:     ……………………………………………….        (POST HOLDER) 
 
DATE:     …………………………………………………. 
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       ……………………………………….. (Date) 
       ……………………………………….. (Date) 

……………………………………….. (Date) 


