
 

Job 
Title
   

Move Team Manager 

Department: Silvertown Relocation Move Team 

Responsible to: Operations Director 

Responsible for: Move Team  

Liaison with: Sales, Operations, Management team, Finance department and Clients. 

Main Purpose of Job: 

To organise and supervise the Move Team including administrative activities which facilitate the smooth 
running of the team and have overall responsibility for the internal systems and processes within the 
division. 
  
Five key areas of management responsibility:   

1. Move Team  
2. Interaction and communication between Move Team , Operations and Sales 
3. Administration of the Management Information and Operating systems 
4. Improvement and development of systems and processes to achieve best business practice 
5. Change Management 

 

Main Tasks and Responsibilities of Job: 

 To manage the daily activities of the Move Team, provide a high level of service to internal and 

external clients. 

 Day-to-day management of the office. 

 Ensure that the departmental structure are capable of delivering the service required to achieve 

departmental goals and modify them to optimise performance. 

 Provide a framework of leadership and direction that defines an appropriate divisional ethos in line with 

that of HG and, by inspiring staff, maximises the potential of the business. 

 Ensure procedures exist to develop a continual process of improvement. 

 Adherence to ISO standard and development of the standard written by HG. 

 Identify and resolve invoice disputes in a timely fashion. 

 To ensure timely submission of invoicing to maximise billing opportunity,  

 Management and reporting of financial month-end procedures together with managing WIP and aged 

debt. 

 



 
Skills and Experience 

 The successful candidate will have a strong working knowledge of internal processes and to ensure 

clear and accurate reporting of division activities to the group accounts and management team. 

 They will have worked in an office manager/finance role and must have management experience and 

evidence of management training is preferred. 

 Previous involvement in systems implementation and administration. 

 An ability to use business software in order to create and analyse its reporting function. 

 Strong Excel spreadsheet skills – a good understanding of Excel functionality  

 The ability to understand the properties of business change  

 A Proactive (not reactive) personality  

 Strong analytical skills – the ability to problem solve  

 A strong team player but who can work on his or her own initiative  

 The mind-set to learn reporting skills e.g. basic SQL, or understand other report writing tools in order 

to develop long term reporting requirements for the division to manage the information inflows within 

the division and outflows to the group 

 

Achieve gross and net contribution budgets and targets 

 Review departmental performance and cost savings and take the necessary decisions to achieve and 

exceed the projected budgeted performance. 

 Through regular liaison with the operations manager and with the cooperation of the project team, 

ensure every assistance is given to minimise unnecessary expenditure. 

Company Management  

 As a member of the management team, take collective responsibility with other managers, for the 
overall performance of the division, as defined by the director. 

 Continually review internal and external administration procedures for improved efficiency. 

 Investigate ways to ensure special treatment is given throughout the organisation to major accounts. 

 Promote good communications at all levels within the division and be a catalyst for proactive 
improvement within the team as a whole. 

 Work closely on a day to day basis with other managers to ensure efficient communications between 
departments. 

 Participate in the weekly review meeting with the director and be responsible for follow up actions as 
agreed. 

 Review and recommend salary adjustments based on merit as appropriate. 



 

Training and Development 

 Appraise all subordinates in a timely and effective fashion, highlighting training and development 
needs and setting SMART objectives. 

 Be responsible for the preparation and maintenance of the department training matrix and for the 
ongoing training of all staff under your control. 

 Review training needs through a minimum of one appraisal meeting with each members of the team 
per annum and quarterly department meetings. 

 Create new training programmes as the need arises. 

 With your colleagues, encourage ‘job before’ and ‘job after’ training and development. 

 Prepare and review in the light of experience, subordinates job descriptions. 

Recruitment and Discipline 

 Instruct HR in the criteria for replacement / recruitment of staff as appropriate. 

 Take responsibility for the discipline of staff under your control up to and including final written 
warnings. 

Standards: 

 Ensure that all members of the team dress and act to an appropriate standard to give visitors and 
clients the correct impression of a quality organisation. 

 Ensure that Company property is maintained at the highest level and faults and defects are promptly 
reported. 

Health and Safety: 

 Ensure you always give clients and visitors the correct impression of a quality organisation.  To 
further this aim, it is essential that company property under your control is maintained at the highest 
level. You need to be aware of your obligations under the health and safety at work act of 1974 and 
report any faults or defects promptly to your health and safety representative. 

 The company encourages a clean desk and tidy office policy in conjunction with the above 
statement. 

General: 

 The above is not an exhaustive list of your duties and you will be expected to perform different tasks 
as become necessary towards achieving the overall business objectives of the organisation. 

Hours of Work: 

Variable and as required to carry out the duties of the position.  On occasions could extend to weekends and 
bank holidays.  Minimum 35 hours per week. 

 
Job Holder: …………………………………………….. Date: ……………………………….……… 
 
Manager: ……………………………………….……… Date: ……………………….…………….. 

 


