
   

 

1 
Document for External Use I Charity No. 1085104 | Registered company number 4113588 I 
©RCSL 2025 

 
OFFICE AND FACILITIES MANAGER 
Date: Line Manager:  

17 August 2026 Eva Kestner  

 

Job title:   Office and Facilities Manager 

Responsible to:   Director of Finance and Resources 

Line management 
responsibilities 

Office Administrator x 2 
Receptionist x 2 

Salary  £34,000 - £36,000  

Type of Contract  Permanent 

Hours of work  Full-time – 35 hours per week 

Location  Croydon 

 

ABOUT US 

As a registered charity Rape Crisis South London (RCSL) are a specialist provider for victims of 

sexual violence across twelve South London Boroughs.  Our services and programmes are 

available in person at Croydon centre or through six additional satellite locations, as well as 

remote sessions across 12 South London Boroughs.  

Our programmes comprise of: Counselling. Group therapy. Play therapy. Self Esteem 

Workshops. Training and Consultancy for professionals on the impacts of sexual violence. 

Prevention and education workshops with young people. Advocacy support & information for 

survivors going through the Criminal Justice System. Outreach for survivors for who face 

additional marginalisation. or additional barriers to accessing support, and ISVA Services.   

In 2022, we became a partner for the delivery of the Rape Crisis England & Wales 24/7 Rape and 

Sexual Abuse Support Line, alongside Lincolnshire Rape Crisis & Sexual Abuse Services and 

ARCH Teesside. We are a member of Rape Crisis England & Wales.  

Our services include responding to the needs of survivors and the disproportionate nature of 

sexual violence committed by men against women and girls. We believe sexual violence to be 

both a cause and a consequence of gender inequality and are committed to a feminist, 

empowering model of working.   

 

JOB PURPOSE 

We are looking for a dynamic, energetic individual who will oversee our facilities, IT and office 
management. You will line manage the admin and reception team to ensure our clients and 
staff are safe and supported. You will be responsible for maintaining a safe, welcoming, 
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accessible and well-functioning office environment for all ensuring our premises reflect the 
values and professionalism of the organisation. You will oversee the day-to-day management 
of our IT hardware and software, acting as the key liaison with our outsourced IT provider.   

You will ensure we remain compliant with all relevant and necessary legislation including 
Health & Safety and GDPR, including provide support and advice across the organisation. This 
will be in accordance with agreed policies and procedures, ensuring compliance with all 
relevant legislation, always maintaining confidentiality and professional standards.   

 

 

KEY RESPONSIBLITIES 

 
1. Office Management 

 

• Use a range of software, including email, spreadsheets, and databases, to ensure the 
efficient running of the office. 

• Manage online and paper filing systems. 

• Develop and implement new administrative systems. 

• Manage relevant budgets. 

• Coordinate the maintenance of the condition of the office. 

• Delegate work to administrative and reception staff and manage their workload and 

output. 

• Review and update health and safety policies and ensure they're observed. 

• Manage, keep updated inspection records and oversee H&S procedures. 

• Conduct health and safety checks to ensure compliance with regulations.  

• Manage post room duties, handling incoming and outgoing mail.  

• Maintain records of hazards, faults, and repairs, taking appropriate action and 

reporting to the DFR.  

• Oversee cleaning activities to maintain a clean and safe environment.  

• Assist in building security management, including operating access control systems.  

• Monitor meter readings and identifying waste reduction opportunities.  

• Maintain records of maintenance contracts with external contractors.  

• Collaborate with relevant landlord on building-related issues.  

• Provide support for internal and external event setup and security, occasionally 

working outside regular hours.  

• Provide cover for reception as needed.  

• Coordinate and oversee facility maintenance, repairs, and renovations. 

• Obtain and maintain qualified first aider status.  

• Conduct regular inspections to identify maintenance needs and safety hazards.  

• Assist in developing and implementing facility policies and procedures.  

• Respond to facility-related emergencies and incidents in a timely manner.  

• Coordinate space planning and office relocations.  

 
2. IT and Data Management 
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• Lead the day-to-day management of the organisation's IT hardware, software and 

telecommunications systems.  

• Act as the primary liaison with the organisation's outsourced IT support provider, 

coordinating support requests, projects, maintenance and system improvements.  

• Oversee the procurement, setup, deployment and asset management of IT 

equipment, including laptops, mobile devices and peripherals.  

• Maintain an accurate inventory of all IT hardware, software licences and user 

accounts.  

• Coordinate user onboarding and offboarding, ensuring timely provision and 

removal of equipment, systems access and licences.  

• Work with the IT contractor to ensure systems remain secure, up to date and fit for 

organisational needs. 

• Hold the DPO (Data Protection Officer) including acting as the organisation's first 

point of contact for operational data protection and information governance 

matters, providing advice and support to staff and escalating complex issues the 

DFR 

• Support the DFR in ensuring compliance with UK GDPR and the Data Protection 

Act 2018.  

• Support DFR to maintain and review data protection policies, procedures and 

records.  

• Coordinate responses to routine data protection enquiries, subject access 

requests and data incidents, escalating where required.  

• Promote good information governance practices across the organisation through 

guidance and staff awareness.  

• Work with the outsourced IT provider to ensure appropriate technical and 

organisational measures are in place to protect organisational and client data. 

 

3. General duties 

 

• Promote the vision, values, and feminist ethos of Rape Crisis throughout the whole 

organisation and externally. 

• Contribute to and develop a culture that values and respects diversity, learning and 

improvement, striving for quality and best practice. 

• Uphold the rights of survivors of rape & sexual abuse and proactively assess the 

needs and safety of survivors to ensure that any risks/needs identified are 

addressed, ensuring to effectively implement the relevant Safeguarding policies. 

• Be responsible for personal learning and development and keep up to date on 

research, relevant legislation, policy and practice, and other literature relevant to 

the role. 

• Participate in supervision, training and meetings as required, and assist in the 

development of services in line with agreed development plans. 

• Maintain clear and adequate records of work completed and produce reports on 

work programmes and activities as required by the CEO.  

• Work within the values, policy, and practices of the feminist anti-violence 

movement. 

• Take Responsibility for undertaking any other duties appropriate to the post. 
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PERSON SPECIFICATION 

 

Experience  
 

• Experience of managing a team or managing workload for a team. 

• Experience of managing facilities and office management.  

• Experience of developing, implementing, and maintaining 
administrative office systems. 

• Experience of creating and implementing administrative & office 
systems. 

• Experience of managing health and safety, buildings and maintenance 
contracts. 

• Experience of developing and implementing facilities and office policies 
and procedures. 

• Experience of managing IT equipment, business software and 
relationships with outsourced IT support providers.  

• Experience of supporting data protection compliance and information 
governance within an organisation. 

• Ideally experience of space planning and office re-locations. 
 

Skills • Excellent administrative and organisational skills. 

• Excellent communication and customer care skills. 

• Strong interpersonal skills with the ability to influence and build effective 
relationships across all stakeholder levels. 

• Ability to work flexibly and creatively in a busy environment and to 
prioritise work to meet the needs of staff, whilst maintaining professional 
standards and boundaries. 

• Ability to manage external suppliers and contractors effectively.  

• Strong digital and IT coordination skills, with the ability to troubleshoot 
routine issues and prioritise support requests.  

• Ability to communicate data protection requirements clearly and 
confidently to colleagues at all levels. 
 

Knowledge • Good office administrative skills with a systematic approach to work. 

• Advanced IT skills, proficient with a wide range of Microsoft Office 
programmes (Word, Excel, Outlook, PowerPoint, CRM Database). 

• A good understanding of relevant health and safety, IOSH and ICO, 
GDPR and confidentiality. 

• Either first aider trained / willing to obtain and maintain accreditation.  
 

General • Highly motivated, self-starter able to work without direct supervision. 

• Team player with high levels of initiative. 

• Committed to equity, diversity and inclusion. 

• Commitment to feminist and inclusive practices. 

• Commitment to supporting survivors of rape and sexual violence in line 
with RASASC’s values and ethos. 

 

SAFEGUARDING STATEMENT 
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Rape Crisis South London is committed to creating and maintaining a safe, inclusive, and 

supportive environment for everyone who comes into contact with our organisation, including 

service users, staff, workers, volunteers, trustees, contractors, and partners. We uphold a zero-

tolerance approach to all forms of abuse, exploitation, harassment, discrimination, and harm.  

Safeguarding is a shared responsibility and is embedded throughout our culture, practices, and 

decision-making. We expect all staff, volunteers, workers and trustees to uphold our safeguarding 

policies, recognise concerns, and respond appropriately in line with organisational procedures, 

statutory guidance, and best practice.  

As part of our commitment to safeguarding, we operate safer recruitment practices designed to 

promote the welfare of all those who engage with our organisation. This includes robust pre-

employment checks, obtaining satisfactory references, verifying qualifications and employment 

history where relevant, and carrying out Disclosure and Barring Service (DBS) checks for roles, 

either Enhanced or Basic. 

We are committed to fostering a workplace where all individuals are treated with dignity, respect, 

and care, and where concerns can be raised openly and acted upon appropriately. We regularly 

review our safeguarding policies, procedures, training, and risk management processes to 

ensure the highest standards of safety, wellbeing, and accountability. 

This role is subject to a DBS check, which will be funded by Rape Crisis South London. 

 

 

APPLICATION PROCESS 

Please provide a CV and cover letter which sets out your suitability for the role and person 

specification. 

 

BENEFITS  

• Annual leave entitlement is 27 days a year plus 8 bank holidays (pro rata)   

• Additional benefit of 3 days (pro rata) gifted to staff between 27 to 31 December    

• NEST pension scheme; 3% employer contribution and 5% employee contribution   

• Benefits package including life assurance, healthcare plan, Employee Assistance 

Programme, and cycle to work scheme.  

• There will be a 6-month probation period for this role   

. 

 

MONITORING & EVALUATION OF THE POST 

The performance of the post holder will be monitored through regular supervision by Director of 

Finance and Resources. The post itself may be subject to regular reviews.  
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OUR COMMITMENT TO INCLUSION 

We are proud to be an inclusive employer and welcome applications from women of all 

backgrounds, identities, and life experiences. We particularly encourage applications from women 

who are underrepresented in the violence against women and girls’ sector. We know that diversity 

strengthens our organisation and helps us better reflect and serve the communities we support. 

 

VARIATIONS 

Rape Crisis South London reserves the right, following full and reasonable consultations with the 

member of staff concerned and with her trade union or other representatives, to vary, add to or 

alter any of the terms and conditions of employment attached to this post.   

  

This job description will be reviewed with your line manager annually and may need to be revised 

according to the priorities of current workload.   

  

 

This post is open to female applicants only as being female is deemed to be a genuine 

occupational requirement under Schedule 9, Paragraph 1 of the Equality Act 2010.  
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