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An exciting opening within our central office team at Woodhall Estate.
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INTRODUCTION TO
WOODHALL ESTATE

Woodhall Estate is a thriving 200-year-old rural estate in Hertfordshire, bringing
together farming, nature, property, education and refined experiences. Spanning
7,000 acres, the Estate is home to a vibrant community of over 1,000 people who live,
work and learn here, with thousands more visiting each year. 

For over two centuries, Woodhall Estate has been under the custodianship of the Abel
Smith family. Today it remains a place of heritage and natural beauty, playing a vital
role in the local community and economy while championing conservation, education
and sustainability for generations to come. 

In recent years, Woodhall Park, at the heart of the Estate, has become a venue for
premium countryside hospitality, including weddings, corporate events and
accommodation. The Estate is also increasingly used as a location for film, television
and commercial productions, making it a sought-after destination for the creative
industries close to the major studios.
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Thank you for your interest in joining the Woodhall Estate team. Since stepping into this role of
leading my family business, I have had the pleasure of working alongside dedicated and
talented staff to lead Woodhall Estate into an exciting future.

Woodhall Estate is a modern, forward-thinking organisation rooted in community, learning,
conservation, and sustainability. Together, we’re advancing a shared strategy that unites our
diverse business divisions, team, partners, and our core communities to create a meaningful
impact that goes well beyond land management, anchoring our work in respect, responsibility,
and care for both the environment and each other. This is the foundation of a truly sustainable
future.

At the heart of Woodhall Estate is a unique community spirit where everyone’s contributions
matter. Our sense of togetherness empowers each of us to thrive. While we may have
expansive grounds and exceptional facilities, it’s our people and purpose that set us apart.

We are currently seeking an Office Manager to provide focused administrative, logistical and
practical support for all aspects of the business. 

Warm regards,

Thomas Abel Smith

The role will suit an individual with a good
organisational knowledge and strong administrative
and practical qualities.

I hope that as you read through this candidate pack,
you’ll get a true sense of who we are and consider
joining us on this exciting journey.

WELCOME FROM THOMAS
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Thomas Abel Smith
Executive Trustee-Director 



OUR VALUES
PROFESSIONALISM

OUR PURPOSE

To be a vibrant, balanced and enduring environment for both nature and people. 

PEOPLE
 

PROBITY
 

PERSPECTIVE
 

We live by strong moral principles, honesty and decency.

We value personal relationships and our generosity of welcome.

We work with precision, prudence and positivity, and we give it our all.

We always keep the bigger picture and Woodhall Estate’s long legacy in mind.
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OUR ROOTS

LEARNING
 

COMMUNITY
 

CONSERVATION
 

SUSTAINABILITY
 

We strive to beat the heart of our core communities, fostering and maintaining a

special relationship with them.

We strive to ensure a sustainable environment and business to meet the challenges of

the next century.

From outstanding nature and spectacular countryside, to historic buildings, we are

here to conserve and protect our heritage.

Following family tradition, we continue to be founders and hosts to a range of

educational settings.

Our Roots represent our family business’s legacy and impact over

two centuries, and they continue to underpin all that we do today. 
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55+KM
O F  P U B L I C  PAT H S ,
C O N N E C T I N G  P E O P L E
W I T H  N AT U R E

4,500 TONS
O F  C E R E A L S  A N D  O I L S E E D S
H A R V E ST E D  A N N U A L LY B Y T H E  E STAT E  

375
F U L LY LOA D E D  D O U B L E -
D E C K E R  B U S E S

T H E  E Q U I VA L E N T O F  

2.5KM
L A N D M A R K  R E S T O R A T I O N  O F  T H E
R A R E  C H A L K  S T R E A M  R I V E R  B E A N E

13.5 ACRES
F U R T H E R  W O R K  H A S  C R E AT E D

O F  N E W  W E T L A N D  H A B I TAT 

150KM

1 MILLION
T R E E S  M A N AG E D  AC R O S S  T H E  E STAT E

100,000+
N E W  T R E E S  P L A N T E D  I N  T H E  PA ST
D E C A D E

O F  H E D G E R O W S , P R O V I D I N G
H A B I TAT S  F O R  W I L D L I F E

1,000+
P E O P L E  L I V I N G ,  W O R K I N G  &
L E A R N I N G  O V E R  T H E  E STAT E

O F  D I V E R S E  E N G L I S H
C O U N T R Y S I D E

7,000
ACRES

C A R E F U L LY M A I N TA I N E D
A N D  M A N AG E D  B U I L D I N G S

2
S C H O O L S

( + 1  N OT- F O R - P R O F I T  F O R E ST
S C H O O L )

20
B U S I N E S S E S

180+

A T  W O O D H A L L  E S T A T E

F I G U R E S  B A S E D  O N  I N T E R N A L DATA A N D  E ST I M AT E S  A S  O F  A P R I L  2 0 2 6



EXPLORE THE ESTATE
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Salary: £35,000–£40,000 per annum FTE

7% employer’s pension contribution, private healthcare, life assurance, lifestyle

benefits including discounted gym membership, comprehensive discounts and

employee support package via Sage, as well as advantageous employment benefits

(more details on Pg. 11).

We are looking for an exceptionally organised and technically minded Office Manager
to join the team at Woodhall Estate. This is a varied and hands-on role sitting at the
heart of the Estate's day-to-day operations, providing vital administrative and technical
support. The successful candidate will be a calm and capable professional who thrives
in a dynamic environment, is comfortable working closely with and at all levels in the
organisation and takes genuine pride in keeping things running smoothly behind the
scenes. This is a rare opportunity to become a trusted member of a small, dedicated
team managing a significant and growing estate business.

This specification is intended to be a guide for the role of Office Manager and is non-
exhaustive.

Hours: Full-time or part-time (minimum 30 hours per week)

Job Title: Office Manager

Location: Estate Office, Woodhall Estate, Woodhall Park, Watton-at-Stone,
Hertford SG14 3NE

JOB DESCRIPTION 

Reporting to: Head of Finance 
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MAIN RESPONSIBILITIES
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General
First point of contact for phone calls, visitors and deliveries
Manage the Estate Office inbox and distribute postal deliveries
Procure office supplies and code relevant invoices
Manage office service contracts
Make meeting arrangements 
Maintain a tidy office and liaise with cleaners and other contractors relating to the office 
Send the weekly team email of duties and absences
Ensure office notices remain up to date

Central Coordination
Manage the Central Calendar and ensure it is kept up to date with all relevant internal and
external dates
Arrange and coordinate multi-team meetings
Assist the Executive Trustee-Director with his meeting organisation, including Board
meetings 
Co-ordinate out-of-hours rosters
Arrange all-team training courses and Estate-wide inspections
Carry out contractor onboarding and updates for office-based or Estate-wide contractors
Monitor the contractor database to ensure consistency of records between teams
Co-ordinate staff birthday and anniversary recognition 



Health & Safety
Carry out central H&S responsibilities
Implement H&S policies and procedures for the office, for example DSE checks

Technology 
Principal point of contact for IT for both staff and the Estate’s IT providers
Continually review, monitor, research and implement cyber security protocols
Both arrange external training courses on cyber awareness and deliver internal training
sessions on the Estate’s policies and practices
Lead GDPR compliance
Maintain VC and AV kits, and be ready to solve problems
Keep phone directories and Outlook address book up to date 
Keep all contents of e-Resource up to date, and develop this
Champion the best practice use of SharePoint to maintain meticulous filing standards,
liaising also with external partners to ensure required files and data are saved correctly
Champion and advise staff on the optimal use of the Office 365 Suite, including MS
Planner, To-Do, and test and set up new Microsoft apps such as Power Automate
Run internal training sessions on IT
Continually seek to streamline organisation with new tech solutions, big or small, including
research and recommendations on AI platforms
Develop the use and automation of JotForm across all areas of the business and ensure
completed forms are saved correctly
Working alongside the Marketing/Comms Team, adopt HubSpot for central contact
management
Manage subscriptions for centrally used software, such as Landapp and Circleback
Maintain group contracts, and review periodically to seek the best value
Carry out new starter and leaver processes re tech

Security
Manage the access control and CCTV systems
Investigate and procure new systems
Maintain the office alarm/call lists 
Maintain the key safe and key list
Maintain password and code lists
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Other
Budget holder for the Office and IT
Support the Executive Trustee-Director with other administrative support
Support the Divisional Coordinators with cover when they are away
Other duties commensurate to role



Essential
Proven experience in a similar role
Meticulously organised
A natural aptitude and interest in, and flair for, technology
Demonstrable strong skills and general knowledge of IT and cyber security
The ability to work with comfort and speed across a range of software platforms, evaluate
new systems and solve issues
Ability to be dynamic and flexible to meet changing needs, whilst not
A strong team player

Desirable
Experience in a similar business environment to Woodhall Estate 
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REQUIREMENTS



Aside from the remuneration package outlined, the Estate offers generous
employment policies, and we champion professional development and learning.
We welcome ambitious candidates who are seeking new skills that will contribute
to the business and our culture of high performance.

✓  Be part of a creative, friendly & tight-knit team ✓  Work in the stunning
Hertfordshire countryside ✓ Lots of opportunities to learn, grow, and progress in
your career ✓ Earn an abundance of benefits outlined below

Competitive
Salary

Life Assurance
Cover

Exclusive access to Estate
grounds outside of work

40% off Nuffield
Health Gyms & Hussle

7% Employer’s
Pension Contribition

25 Days Leave + A Day
Off For Your Birthday

Regular Team Socials &
Annual Parties

24/7 Private GP Service
via Video Call

Salary Sacrifice
Scheme

Enhanced maternity,
shared parental &
adoption policies

Therapies, Dentist &
Optician Cashback

Discounts for Woodhall
Venue Hire 

Private Medical
Insurance

Counselling, wellbeing,
legal & financial help

Generous recruitment
referral bonus

WHAT’S IN IT FOR YOU?

Full details will be made in an Offer of Employment to the successful candidate. Please note that some of
the benefits above are contractual and others non-contractual subject to change from time-to-time. 

Some are not relevant to every role.
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Woodhall Estate is committed to the principle of equal opportunities in employment
and equal pay for work of the same or similar nature or work of equal value. Woodhall
Estate declares its opposition to any form of less favourable treatment or financial
reward, whether through direct or indirect discrimination, harassment, victimisation or
segregation accorded to the employees or job applicants, on the grounds of their race,
religious beliefs, political opinions, creed, colour, ethnic origin, nationality,
marital/parental status, sex, sexual orientation or physical or mental disabilities.

Woodhall Estate similarly declares its opposition to any form of less favourable
treatment accorded to employees or job applicants on the grounds of non job-related
handicaps and unfair discrimination on grounds of age.

EQUAL OPPORTUNITIES
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HOW TO APPLY

Unless you have been approached by one of our appointed recruitment agents, please
apply to us directly at recruitment@woodhallestate.co.uk with your covering letter and
CV. 

All job offers are conditional upon satisfactory references (including confirmation of the
candidate’s current salary), as well as a satisfactory PeopleCheck DBS clearance under
our procedure.

Closing Date for Applications: Tuesday 7 July 

Interviews: From w/c 13 July 

woodhallestate.co.uk14

Woodhall Estatewoodhallestate.uk

https://www.woodhallestate.co.uk/
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