CB A

Clementine Blakemore
Architects

Job Title: Studio Manager

Contract Type: Freelancer

Reporting to: Director

Location: C/o Morris & Company, 215 Mare Street, London E8 3QE (Studio-based role)
Working Days: 1 day per week (with potential to increase to 2 days)

Working Hours: 9am - 6pm

Freelance Rate: Around £200 per day, depending on experience and skills

About Us:

CBA is an award-winning architecture practice committed to producing buildings that are inventive,
inclusive and have a positive impact on the wider community and environment. Current projects
include the renovation of the Royal College of Art’s campus in Kensington, in collaboration with
Witherford Watson Mann, a building within a new garden for the Spinal Injury Unit at Pinderfields
Hospital in Wakefield, and a national Peat Research Centre for the Somerset Wildlife Trust. We
have been included in the Architects’ Journal 40 under 40 list, featured in the Architecture
Foundation book New Architects 4, and in 2024 were shortlisted for the RIBA Stirling Prize for our
project Wraxall Yard. We are a small and friendly team of five, based Hackney, East London.

We are looking for a Studio Manager, ideally with a background in an architecture practice, to

support the Director and ensure the efficient and smooth day-to-day running of the practice.

The ideal candidate will:
- Be highly organised, adaptable, and able to manage multiple priorities effectively.

- Be an excellent communicator with a collaborative and supportive approach with other team
members.

= Have strong administrative skills and confidence using relevant software.
= Be aware of best practice, and proactive in highlighting areas for improvement.

- Handle sensitive information with discretion and professionalism.

Skills:

e Knowledge of accounting processes and terminology

Understanding of regular financial monitoring processes required for small-scale architecture
practice

Proficiency in Microsoft Word / Excel (essential)

Proficiency in Xero (preferred)

Proficiency in Adobe Suite InDesign, Photoshop (preferred)

Strong communication, organisation, and time-management skills, with the ability to juggle
multiple priorities effectively and communicate task timeframe.



Good knowledge of HR processes and procedures, including employee records, policies, and
general HR administration.

Working knowledge of IT systems and security, with the ability to support the effective
management of studio technology and digital processes.

Responsibilities:

Admin
e Ensure studio is tidy, organised, well maintained, safe & secure
e Procure office supplies, including computers and software licenses
e Liaise with the landlord in regard to issues such as cleaning, IT, WIFI etc.
e Renew annual professional memberships (RIBA and ARB)
e Maintain Practice Management Handbook
e Maintain practice policies
e Ensure compliance with the UK General Data Protection Regulation (UK GDPR)
e Coordinate the annual renewal of insurance policies and regularly monitor project types and
values, keeping insurers informed of any changes to the business or its activities.
e Work with Project Architects to ensure procedures are followed at the outset of each new
project, and key information kept up to date throughout the project.
e Obtain and compare quotations for practice-related services, including insurance,
accountancy, and studio spaces
e Monitor the studio email address and file / forward information as required
Financial
e Scan & file weekly bank statements
e Prepare and issue monthly invoices, including invoicing schedules
e Liaise with the external accountant to ensure the appropriate financial reports and
documentation are provided ahead of quarterly management meetings.
e Liaise with external accountants to submit annual accounts
e Manage charitable contributions
T
e Maintain a log of all IT hardware
e Manage software subscriptions
e Manage One Password
e Manage Gmail accounts
e Manage back-ups
e Ensure security of digital information when staff leave the practice
e Ensure best practice in terms of cyber security
HR
e Maintain Staff Handbook
e Assist with recruitment
e Draft and issue employee Contracts
e Manage on-boarding and departure of staff
e Log annual leave
e Support Director with staff reviews
e Support Director with requests to changes in work patterns
e Support Director with parental leave and pay
e Assist with organising social events, away days and charitable team-building projects/
activities.
e Ensure birthdays and personal milestone are celebrated


https://www.legislation.gov.uk/eur/2016/679/contents

e Ensure practice milestones are celebrated

PR

e Help compile and issue press packs

e Assist with awards submissions, visits, ceremonies

e Help ensure website and social media are regularly updated
Benefits

e Complimentary vegan lunch
e Unlimited barista-style coffee available in the studio
e Regular social events & an annual team away-day

How to Apply

Applications: Please submit your cover letter and CV in PDF format with ‘Studio Manager’ as the
subject heading to studio@clementineblakemore.com

The information you supply is kept securely and will remain confidential. We will not retain this or any
other personal information beyond the duration of the application process.

Deadline: 25t September 2026

Interviews: Online interviews will be offered during the week commencing 5% October 2026, with in-
person interviews the following week. Any candidates with restricted availability during this period
should indicate this clearly in your application.

Start date: October 2026

CBA is an equal opportunity employer, and we are seeking to create a diverse and happy practice,
including people from groups which are currently under-represented throughout the building
industry. We encourage applications from all backgrounds and do not discriminate based on race,
religion, national origin, gender, sexual orientation, age, marital status or disability status. We
welcome applications from people requiring flexible working arrangements and with a range of
professional and educational backgrounds. We are committed to creating a positive and inclusive
environment where everyone feels respected and free to work without fear of discrimination.

Our studio space is wheelchair accessible, with level access from the street and a lift to the first
floor.

We are unfortunately not able to offer visa sponsorship for applicants and request no enquiries by
phone or in person.

www.clementineblakemore.com



