
           
 

 

     

Office Manager  

Location: Liskeard  

Role: This is a great opportunity to work in a busy and friendly office in Liskeard.  

Role duties (not limited to): 

 PA duties to the Managing Director including inbox and diary management 

 Liaison between other departments and offices where necessary 

 Credit Control 

 Answering general emails and postal correspondence with customers and suppliers 

 HR admin support  

 Organising and maintaining the offices systems, databases, and procedures 

 Providing administrative support to the team as required 

 All general office admin duties as and when needed  

 Reception duties, including answering incoming calls and scheduling appointments, booking 
meeting rooms, post in and out of the office 

Relevant skills and knowledge:  

 Proven experience as an Office Manager or Senior Administrator 

 Ability to work well in a small team environment  

 Proficiency in MS Office (MS Excel and MS Outlook, in particular) 

 Excellent time management skills and ability to multi-task and prioritize work 

 Attention to detail, ability to problem solve, along with strong organisational skills 

 Excellent written and verbal communication skills 

Rewards:  

We offer a competitive remuneration package, including basic salary, bonuses, a pension scheme and 
death-in-service benefits. Some benefits may be subject to the successful completion of a probationary 
period.  

How to apply:  

If you believe you have what it takes to become a successful member of our team, please email your CV 
and a covering letter to mail@prydis.com or post to Gary Randall, Prydis Accounts Limited, The Parade, 
Liskeard PL14 6AE. Please specify the role for which you are applying and ensure you include your full 
contact details, so we can get in touch with you. 

Prydis Group are an Equal Opportunities Employer. 
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Southernhay Gardens 
Exeter, EX1 1NT 

T: 01392 432 31 
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