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Job Description 

Position: Practice Manager  

Function: Business Support 

Reports to: Practice Director  

Purpose of the role  

This is a new role, owing to the Firm’s local and international growth. The role is primarily to 

organise, supervise and undertake operational activities and processes to ensure the smooth running 

of our office locations (primarily Jersey, but also Cayman Islands, BVI and London). The role is similar 

to an “office and facilities manager” providing additional ad hoc support to the Firm’s Practice 

Director.  

Duties and Responsibilities  

Working alongside Finance and Human Resources, you will be a key member of the support team 

within the Firm.  

The key duties and responsibilities of this role are (but are not limited to): 

• Management of the offices, including repairs and maintenance, office supplier management, 

maintenance of service agreements, physical access restrictions, risk assessments and 

seating arrangements. 

 

• Management of Reception, ensuring it is staffed appropriately, acting as line manager to our 

receptionists including supervision, performance management, and being the first point of 

contact for any Reception-related issues or projects. This responsibility potentially includes 

providing ‘front of house’ reception cover should receptionist cover not be available. 

 

• Management of Archiving, Filing and Record Keeping systems (delegating where 

appropriate) including responsibility for the Firm’s security, confidentiality and clear desk 

policies and adhering to data protection regulations. 

 

• Maintenance of Health & Safety Policy and Procedures, ensuring that the Firm meets all 

statutory requirements including First Aid and Fire Safety amongst other areas. 

 

• Procurement of IT equipment, furniture, and fixtures, working with our external IT support 

provider (FocusedIT) and other external contractors, providing, and maintaining 

workstations to each of our staff in our various locations.  

 

• Provide support to the Practice Director on ad hoc projects and tasks, in line with the main 

duties and responsibilities of this role and the skills and capabilities of the candidate.  
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Skills and competencies 

• Excellent administrative skills with a keen eye for detail 

• Excellent organisational and time management skills 

• Effective leadership, motivational and communication skills 

• Ability to prioritise workload whilst being flexible within a fast-paced environment 

• Lateral thinker with an ability to solve problems 

• Solid aptitude for IT equipment 

 

Ideal Person Specification  

We are looking for a highly motivated individual with a ‘can-do’ approach. The individual must be 

able to work independently whilst being willing to roll up their sleeves as part of the support team. 

We will consider the individual’s attitude with far more important than their qualifications, but 

experience in a facilities management and an office environment is essential. 

Work Environment 

The work environment characteristics described here are representative of those an employee 

encounters while performing the essential functions of this job.  Reasonable adjustments may be 

made to enable individuals with disabilities to perform the essential functions. The noise level in 

the environment is moderate. 

Physical Demands 

The physical demands described here are representative of those that must be met by an employee 

to successfully perform the essential functions of this job.  Reasonable adjustments may be made 

to enable individuals with disabilities to perform the essential functions. 

Status of Job Description 

The job description detailed above does not form part of the employee's terms and conditions of 

employment and may be amended from time to time. Any amendment will be notified to you. The 

description is, however, intended as guidance as to what is expected in the proper and efficient 

performance of the role and may be considered in assessing the employee's performance. 

 

 


