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OFFICE SUPPORT 

Reports to: Human Resource Manager
Department: Human resource
Duty Station: Office

Job Summary

The Office Support Assistant is responsible for providing efficient administrative and logistical support to
ensure smooth day-to-day office operations. The role ensures timely delivery of internal documents, supports
departmental errands, assists with office access and housekeeping coordination, and maintains a clean,
organized, and functional work environment. The position demands reliability, professionalism, strong
communication skills, and the ability to execute routine tasks with precision and consistency.

Key Deliverables

1. Perform Distribute newspapers and internal documents promptly to designated staff including EVP
and MD.

2. Coordinate weekend office access and cleaning by supporting the MD’s driver and supervising
contractors conducting maintenance work.

3. Manage movement of documents from reception to employee workstations to ensure efficient
internal information flow.

4. Pick up and deliver documents to external stakeholders as required.
5. Open and lock the front office daily at designated hours (8:00am and 5:00pm).
6. Open and close the canteen daily depending on scheduled staff trainings or activities

Expected Output

 Timely distribution of internal and external documents.
 Well-coordinated office access and maintenance supervision.
 Clean and organized office and canteen spaces.
 Reliable and consistent support for departmental errands.
 Smooth administrative flow with minimal delays or escalations.

Qualifications

 Minimum of Uganda Certificate of Education (UCE) or Uganda Advanced Certificate of Education 
(UACE), with a Diploma in Administration, Management, or a related field considered an added 
advantage.

Experience

 At least 1 year of experience in office administration, clerical support, or front-office operations within
a corporate or service-oriented environment.

 Experience handling document movement, basic logistics, or internal customer support is an added
advantage.

Competencies

 Timeliness Strong verbal communication and interpersonal skills.
 High level of dependability and attention to detail.
 Organized and capable of managing multiple errands efficiently.
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 Professional conduct and strong customer service orientation.
 Ability to follow instructions and perform routine tasks effectively.

Working Environment

The role is office-based and involves continuous coordination with Administration, HR, and other internal
teams. It requires punctuality, high responsiveness, and the ability to execute multiple routine tasks reliably.
Periodic supervision of cleaning and maintenance activities may be required to support office functionality.

Performance Metrics

 Timeliness and accuracy in delivering internal and external documents.
 Consistency in opening and securing office facilities.
 Quality of contractor supervision and office cleanliness.
 Responsiveness to internal support needs.
  Reliability and overall contribution to smooth office operations
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