
 

 

The Courtyard Cafe is owned by Proper Job Resource Centre CIO  

 OFFICE ADMINISTRATOR JOB DESCRIPTION 

  

Job title:                     Proper Job and The Courtyard Cafe – Office Administrator 

Reports to:                Proper Job CEO, Directors and Trustees 
Responsible for:       Proper Job and Courtyard Café organization of business and operations 
Salary:                        £11.00 per hour negotiable – according to experience 
Hours:                        16 – 20 hours per week 
Probation period:     3 months 
  

Main purpose of job 

To work between The Courtyard Café and Proper Job Resource Centre. Responsible for the 
performance and management of administrative business operations ensuring that all systems are 
functioning efficiently. 

To work with the Courtyard manager and Proper Job CEO to support the day to day functionality. 
Communicating with Staff, Courtyard Directors, Proper Job Trustees and Beneficiaries to enable an 
efficient and successful business operations.  

To  support and promote the vision and aims of Proper Job to improve our local natural environment, 
conserve resources, and contribute to a healthier and more resilient community.  

Administration and Book Keeping Responsibilities 

1. Run administrative systems which enable clear and accurate accounting of all finances entering and 
leaving the business and charity and to ensure that the business is compliant with current laws 
pertaining to declaring, accounting, storing and disposing of all information and paperwork involved. 
 

2. Ensure the business is up to date and compliant with current legislation pertaining to risk 
assessments across all aspects of the business and charity, including maintaining up to date and 
relevant employee/volunteer training and 'prove it' documents which are informed by these risk 
assessments. 

 
3. Ensure the business and charity are fully insured and have all the necessary certifications and 

licenses required to be fully compliant in all areas of their activities. 
 

4. Work within the budget and keep updated on the financial position, reporting any concerns to the 
Directors and the Board of Trustees 

 



5. Liaise with Courtyard Manager to  follow up any discrepancies with deliveries and request the 
necessary credit notes/invoices, ensure all items to be returned have correct paperwork. Chase up 
any outstanding credit notes investigating and reconciling any discrepancies, filing all paperwork. 

 
6. Keep employee records in line with GDPR using secure storage systems, including paper work and 

software records for new staff, leavers, customers and volunteers.  
 

7. Run monthly payroll for all employees using Xero payroll. Includes calculating hours worked, entering 
data, distributing payslips, filing reports online, paying employees - using online banking - and 
monthly online PAYE payments to HMRC.  

 
8. To ensure that the business is compliant with current GDPR laws pertaining to collecting, processing, 

declaring, storing and disposing of all information and paperwork involved in running the business 
and charity including payroll processing. 

 
9. File and arrange payment for VAT owed quarterly. 

 
10. Run end of year payroll and ensure all relevant forms are sent within time limits to employees and 

HMRC. 
 

11. Account for and arrange payment - using online banking - for all invoices presented to the business 
and charity using Xero cloud accounting. Produce profit & loss reports for both the  business and 
charity and present these to the Directors and trustees in time for monthly financial meetings.  

 
12. Complete end of year responsibilities including: calculate and present yearly stock take figures to 

accountants, collate all paperwork accumulated over the financial year and present to accountants . 
Run end of year payroll including producing P60's for all employees and filling reports to HMRC 
online. Disposing of and destroying old accounts and sensitive data according to GDPR laws. 

 
13. Present end of year accounts, as completed by our accountants, at our AGM. 

14. Provide accountants with annual accounts for previous year and invoices/credit notes accounted in 
new financial year but received in previous year (accruals). Ensure all paperwork is updated – only 6 
years of accounts to be kept – any previous information including staff records to be destroyed in line 
with GDPR and any other statutory requirements. 

15. Support the Board and staff with file sharing and IT issues. 

16. Support the Resource Centre and Uptown in introducing a Gift Aid system using Nisyst EPOS 
system. Filing gift aid claims with HMRC thereafter.  

17. Support The Courtyard Café in introducing an EPOS till system.  

18. Calculating reuse and recycling credits and filing with WDBC quarterly.  

19. Support the charity measuring the social and environmental impact locally. Eg. Surveys, feedback 
forms. In preparation for end of year charities report.  

20. Ensure that our cafe has systems in place to record and document food bought in and food made on 
the premises which comply with current laws and guidelines pertaining to food hygiene, safety, 
traceability and the recording of recognised allergens. Also, that the business has adequate staff 
training and 'prove it' documents informed by these systems.  

Human Resources 

21. Ensure correct procedures are followed when recruiting and employing new employees/volunteers 
including ensuring they receive copies of all relevant paperwork and documents informing them of 
their rights and responsibilities according to current uk employment law. 
 



22. Ensure that policies and procedures are current and accessible to staff, including staff contracts, job 
descriptions etc. 

23. Attend meetings with other staff and Directors. 

24. Managing companies house and charity commission registrations ensuring all Trustee and Director 
info is up to date.  

About Proper Job: 

Proper Job is a successful, community-led environmental charity, established in 1995, and located in 
the small, Dartmoor town of Chagford in West Devon. It is a locally rooted response to a global issue; 
that of wasted resources and the profound disconnect between what we buy and what we throw 
away. It aims to reclaim and retain these wasted resources on behalf of its community, challenging 
and changing perceptions in the process. By doing so, it also demonstrates to the world the level of 
change that’s possible to effect from a grassroots level. 

Proper Job has three arms: a community reuse centre on the edge of the town that takes people’s 
unwanted items for reuse, composting and recycling (The Resource Centre), and another that is a 
second hand clothes and homeware boutique shop in the centre of town, that sells the best seasonal 
items donated to the centre (Uptown). The third arm is a trading subsidiary: a community wholefood 
shop and café, (The Courtyard). Surplus funds raised through the café and shop support the 
charitable objectives of the Proper Job Resource Centre. All three arms deliver educational outreach 
work in line with Proper Job’s charitable objectives. As such, they address the way we live in the 
world and the value we place on its resources, and seek to define a better, healthier future for people 
and planet.  

 Proper Job’s vision is of a protected and preserved local environment; with local people taking active 
and positive responsibility for their wasted resources, by engaging in waste reduction, repair, reuse, 
composting and recycling. The local natural environment is improved, resources are conserved, the 
community is healthier and more resilient and the shift in behaviour brings with it positive economic 
impact. 

Proper Job’s charitable objectives are described as follows: 

For the public benefit, the protection and preservation of the environment, in particular, but not 
exclusively, by:  

(a) the promotion of waste reduction, reuse reclamation, recycling, use of recycled products and the 
use of surplus; and 

(b) advancing the education of the public about all aspects of waste generation, waste management 
and waste recycling, in the United Kingdom. 

 


