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Job description 

Job title:					Office and Facilities Manager
Team:					Data and Insights
Department:				Data and Insights
Job location:				Andover
Reports to: 	Head of Data and Insights & 
Head of People and Culture (on health and Safety matters)

Overall purpose
Macular disease is the biggest cause of sight loss in the UK, with around 300 people diagnosed every day. The Macular Society is the only charity determined to beat the fear and isolation of macular disease with world class research, and the best advice and support.

To support people affected by macular disease now, the Macular Society provides a range of support, information and services. Our research programme is focused on finding new treatments and a cure to Beat Macular Disease forever.



Organisational chart


The above diagram shows the Office and Facilities Manager reporting to the Head of Data and Insights, with a dotted line to the Head of People and Culture on matters concerning health and safety.
This role combines facilities management with light IT coordination, alongside health and safety management.

Our values
We will beat macular disease by…
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· Making It Happen - we are Ambitious.
· Showing We Care - we are Supportive and Caring.
· Knowing Our Stuff - we have Integrity, and we act Honestly.


About the role
You’ll oversee the contracts and day to day services that keep our office running smoothly, from all aspects of health and safety to cleaning, maintenance, and equipment orders. You’ll also support our office IT setup — ensuring meeting room equipment works, liaising with our IT and print providers, and managing small stock items.
This is a practical, hands-on role for someone who enjoys taking ownership, solving problems and keeping things working behind the scenes.

Key Responsibilities
Facilities and Office Management
· Manage contracts and relationships with office landlord and service providers, including cleaning, health and safety, maintenance, lifts and waste disposal.
· Act as the main contact for office repairs or maintenance, arranging contractors as needed.
· Provide practical hands-on support to the Head of People and Culture with all aspects of health and safety compliance, including fire safety, accident reporting and monitoring, ensuring various records, checks and servicing are up to date, as well as carrying out fire drills and auditing and monitoring of our H&S processes and procedures.
· Order office furniture and equipment, including for new starters, and ensuring that they are DSE compliant.
· Coordinate safe disposal or recycling of old or unused equipment.
· Maintain a tidy and functional office workspace that supports hybrid and flexible working.
· Manage office supplies and inventory and coordinate reordering as needed.

IT and Equipment Support
· Oversee IT setup in shared spaces, including ensuring conference and meeting room technology is working.
· Manage office IT stock.
· Liaise with external IT support partners and the printer supplier to resolve issues promptly.
· Oversee IT starter and leaver processes.

Collaboration and Culture
· Work closely with senior colleagues to plan and deliver office improvements.
· Build strong relationships across teams to understand practical needs and identify opportunities to improve the office environment.

About you
· You’ll be a hands-on problem solver who takes pride in keeping things running smoothly. 
· Have experience managing suppliers and coordinating office or facilities services, ideally in a charity or small organisation.
· Be confident using technology and comfortable handling light IT support — though you don’t need to be a specialist. 
· Above all, you’ll be someone who cares about creating a positive and safe workplace for others.

Skills and Experience
· Experience in office, facilities or operations management.
· Confident managing contractors, service agreements and supplier relationships.
· Practical understanding of health related matters, including safety and building compliance.
· Comfortable with basic IT troubleshooting and supplier liaison.
· Strong organisational and problem-solving skills, with attention to detail.
· Excellent communication and teamwork skills.
· A positive, can-do approach, aligned with the Macular Society’s values – showing we care, knowing our stuff, and making it happen.
· Ability to prioritise workload, problem solving, and act immediately where necessary and to be confident in raising any issues or concerns where needed at any level.
· Ability to deal with competing demands / multi-task.
· High attention to detail and accuracy.

Eligibility to work in the UK:
Proof of identity and eligibility to work in the UK.

Volunteering:
From time to time, you may be asked to support / volunteer your time (TOIL available) at Macular Society events that take place outside of normal working hours.
Safeguarding:
The Macular Society is committed to safeguarding and promoting the welfare of all children, young people and vulnerable adults with whom we work. We expect all of our employees and volunteers to demonstrate this commitment.
You are required to carry out other such duties as may reasonably be required, relevant to the role. 
This job description is accurate as at the date shown below. In consultation with you it is liable to variation by the Macular Society to reflect or anticipate changes in or to the role.

Annual leave: 	26 days plus bank holidays (pro rata for part time)
Based:			Andover office
Contract Type: 	Permanent, part-time

Date of evaluation: 19 December 2025

Office and Facilities Manager


Head of Data and Insight


Head of People and Culture



Macular Society is the trading name of the Macular Disease Society. A charity registered in England and Wales 1001198, Scotland SC042015. A company limited by guarantee, registered in England No. 2177039. Registered Office: Macular Society, Crown Chambers, South Street, Andover SP10 2BN. 
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