
 
 

Office Manager 
 
About Highwood 
Highwood sits at the forefront of inspired and sustainable development, from award-winning retirement and 
care homes to landmark residential projects. The company brings together experts from across the industry, 
who along with its partners, share a commitment to the highest standards of construction and development.  
 
The Role  
Being an ambassador for our brand, this is a crucial role for Highwood and is key in creating a warm, welcoming 
environment for our employees, customers and guests. You will be part of our friendly Business Support team 
and work to provide an exception office experience for everyone. 
 
Responsibilities include: 

• Welcoming and greeting guests at reception and providing an outstanding first-rate experience for all 
visitors in a friendly, proactive and efficient manner. Providing meetings management, hospitality and 
support to guests and the executive team. 

• Day-to-day operational management of the offices, reception and facilities. Coordinating all 
maintenance, up-keep and supplies and ensuring effective running of the office. 

• You’ll provide administrative support and assistance to the executive team and HR function. 
 
The ideal candidate 
You’ll be organised and have a well-planned approach, be extremely motivated and have a very flexible, can-
do attitude. You’ll be adept at working on a number of tasks at one time, take ownership of all aspects of the 
role and beyond and support your wider team as required. This is a great opportunity to grow and develop in 
a successful, entrepreneurial business with the opportunity to develop your career within operations or HR. 
You’ll be keen to develop yourself and the role and work happily in a team, supporting one another as needed.  
 
What we offer 

• A Best Companies ‘Very Good’ Accreditation   
• Competitive salary 
• Annual holiday allowance 26 days 
• Training budget - we recognise how important your career is and will therefore support you in your 

professional development  
• Great staff social events, including annual Summer and Winter party 

 
What else you need to know about this role  

• Location – our Romsey head office, our office is in a semi-rural location and has no public transport 
links 

• Permanent/full time role 
• Direct Reports – 0, Reports to – Head of People and Culture  

 
If you are interested, please email our Head of People and Culture, Jessica Watts-Forte with your CV to j.watts-
forte@highwoodgroup.co.uk  

The Highwood Group is committed to promoting equal opportunities in employment. You and any job applicants will receive equal 
treatment regardless of age, disability, gender reassignment, marital or civil partner status, pregnancy or maternity, race, colour, 
nationality, ethnic or national origin, religion or belief, sex or sexual orientation. We welcome all applicants and are committed to an 
inclusive environment for all. 


