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Position: Office Manager

About i4PD

i4PD is an employee-owned product design 

and development consultancy. Our company 

is an established brand with an excellent 

reputation for achieving a competitive edge 

for small and large businesses alike by 

bringing new or improved products to 

market. 

The company employs experienced and 

creative designers and engineers who 

operate out of i4PD’s studio on the south side 

of Edinburgh. 

The team works collaboratively with our 

clients to augment their internal capabilities, 

supporting them to add functionality, reduce 

cost, increase visual appeal, enhance 

usability, and keep pace with the IoT 

revolution. 

Our clients include household names and 

those on their way to becoming leading 

consumer electronics and medical device 

brands.

About the Role 

We are looking for an Office Manager to 

play a central role in keeping our business 

running smoothly.

This is a varied, hands-on role covering 

office operations, facilities coordination, 

financial administration, supplier 

management and general business support.

You'll help create a professional, welcoming 

environment, while ensuring the many day-

to-day activities that support the business 

are completed accurately and efficiently.

You will be trusted to handle sensitive 

business and employee information with 

discretion, professionalism and care.

You'll also support a range of activities that 

help our project teams deliver great 

outcomes for clients, from coordinating 

suppliers to procuring and shipping items 

required for project delivery.

In this friendly, employee-owned 

consultancy, you'll have the opportunity to 

contribute ideas, improve processes and 

make a meaningful impact.

The Impact You’ll Make

Our Office Manager helps shape the 

experience people have of working at 

i4PD every day. You will:

• Help create positive first impressions 

for clients, suppliers and visitors and 

ensure our studio is a place 

employees enjoy spending time in.

• Build trusted relationships across 

i4PD, helping colleagues stay 

organised and ensuring important 

actions don't fall through the cracks.

• Become a trusted partner to the MD, 

helping keep the business running 

smoothly behind the scenes.

• Identify opportunities to improve 

processes, reduce administrative 

burden and make everyday tasks 

easier for the wider team.

• Support new employees as they settle 

into the team and help to set them up 

for success.
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Position: Office Manager

Your Background

• Significant experience in a similarly broad 

role, with responsibility for keeping day-to-

day operations running smoothly.

• Experience overseeing facilities, reception, 

suppliers and maintenance activities to create 

a professional working environment.

• Experience supporting financial admin, such 

as invoicing, expenses, payroll coordination, 

purchase ledger, credit control or similar 

activities. Bookkeeping experience or an AAT 

qualification is advantageous, but we can 

support development in this area.

• Strong organisational skills and the ability to 

maintain accurate records and systems.

• Experience supporting health & safety or 

other compliance activities is advantageous.

Whether you're an experienced Office Manager 

or a capable administrator ready for a broader 

role, you'll have a track record of being 

someone people rely on.

You may have developed this breadth of 

experience in another small or growing business, 

where being adaptable was essential.

Your Strengths

• Warm, welcoming and approachable with 

colleagues, clients and visitors.

• Takes pride in being highly organised with 

meticulous attention to detail, even when 

balancing multiple priorities.

• Proactive and comfortable taking 

ownership of tasks and issues, rolling up 

sleeves when needed.

• Comfortable following up on actions and 

holding people accountable in a 

constructive way.

• Strong communication and relationship-

building skills.

• Respectful of established processes whilst 

bringing ideas for improvement.

• Enjoys working in a collaborative, 

employee-owned business where 

everyone's voice matters.

• Confident user of Microsoft 365 and happy 

to learn new business systems.

What We Offer

This role is primarily based on-site but flexible 

working is available once you’ve found your 

feet. Ideally, we are looking for someone full-

time (37.5 hours), however, we are open to 

part-time working for the right candidate.

We share the salary on offer for this role as 

part of our commitment to inclusion and 

transparency: £29,000 - £34,000 per year.

We'll make a fair offer based on your skills and 

experience so that no one needs to negotiate 

to be paid equitably.

You'll join a friendly, close-knit team of around 

30 people in our studio on the south side of 

Edinburgh, with views of the Pentland Hills, 

free parking and a dog-friendly office.

Benefits include:

• An equal share of company tax-free 

bonuses through the employee trust (after 

12 months service)

• Enhanced family and sick pay

• Holiday purchase scheme

• Long-service rewards

• Cycle to Work scheme

• EV lease scheme
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How to apply?

Apply today by emailing your CV to 
jobs@i4pd.co.uk

Our typical recruitment process 
involves:
• A short screening call
• An interview via Teams
• An in-person interview with a task

Applications will be reviewed on a 
rolling basis, and successful candidates 
can typically expect to hear from us 
about next steps within 2 weeks of 
applying.

We’re committed to creating an 
inclusive hiring process and will do our 
best to accommodate any reasonable 
adjustments you may need at any stage.
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