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Madeley Town Council
The Hub on the Hill Community Centre Manager
37 hpw

Scale 30-32 up to £41,511
Job Description

Job Purpose

· To manage the overall operations at The Hub on the Hill Community Centre.
· To manage the administrative functions of the Hub on the Hill Community Centre including responsibility for finance, income generation, staffing, HR, H&S, building maintenance.

· To develop and promote a varied community programme of events and activities to support the local community.

· To development and progress the work of The Hub on the Hill Development Board Business Plan.
Major Tasks
· To work in collaboration with Madeley Town Council, Telford & Wrekin Council, and other community partners to develop and promote the work of The Hub on the Hill Community Centre.
· To build effective working relationships with stakeholders and partner organisations to ensure that Hub on the Hill Community Centre supports residents from Sutton Hill and surrounding areas.

· To work closely with The Hub on the Hill Development Board and provide regular updated on the development of The Hub on the Hill Community Centre.

· To act as secretariate for The Hub on the Hill Development Board providing financial monitoring and management reports on the progress of the Hub on the Hill Community Centre. 
· To develop and monitor The Hub on the Hill Development Board Business Plan and Financial Plan.
· Prepare reports for Madeley Town Council committees and attend meetings as necessary and when requested.

· To development and monitor all policies and procedures for The Hub on the Hill Community Centre.

· To identify sources of external funding for projects and partnership work, carrying out the necessary research to write and submit funding bids to grant making organisations, including partners and/or stakeholders, as required.

· To ensure the day to day management of the Hub on the Hill Community Centre operatives effectively and efficiently and is staffed appropriately during opening hours.
· To promote the facilities at the Hub on the Hill Community Centre to increase room bookings and raise income.

· To ensure excellent customer service for all users of The Hub on the Hill Community Centre, supporting and signposting centre users to the approach services or agencies accordingly.
Building Management

· To ensure that the Hub on the Hill Community Centre complies with community building health & safety regulations, is in a good state of repair and is accessible to the whole of the community.

· To initiate and action findings from the Fire Risk Assessment and Health & Safety Risk Assessment.
· To ensure that the tenants of The Hub on the Hill Community Centre receive a high quality and consistent service.
· Undertake and monitor weekly/monthly fire safety/health & safety checks.

· Arrange and monitor the annual maintenance inspections of all services and equipment in the community venues via the T&W Council BiT contract.

· Ensure health & safety practices and procedures are in place for the safe use of the community buildings.

· Ensure all first aid and defibrillator provision is up to date and appropriately displayed for building users.

· Prepare and monitoring risk assessments for all buildings, assets and activities undertaken in The Hub on the Hill Community Centre.

· Manage buildings projects to upgrade and redevelop The Hub on the Hill Community Centre, in conjunction with the Town Clerk.
· Manage an efficient room booking system and make arrangements for out of hour’s key holding, if appropriate.

· Respond to any out of hours emergency calls regarding The Hub on the Hill Community Centre.

· Be a trainer First Aider and Fire Warden for The Hub on the Hill Community Centre.
· To keep the reception displays and noticeboards up to date with useful and relevant information to support the local community.

· Day-to-day line management of the building cleaner and out of hours key holder to ensure that the day-to-day housekeeping is carried out effectively and to the highest possible standard.
Community

· As directed by the Town Clerk, represent The Hub on the Hill Community Centre as and when required, including attending meetings with key stakeholders, and promoting The Hub on the Hill Community Centre within the local community
· To collaborate with local partners organisations including Telford & Wrekin Council, to promote their work and engage in joint initiatives for the benefit of the local community.
· To work with local charities and community groups to promote their work, to encourage engagement with the local community and offer advice and on-going on continuation of the group and grants available.
· To initiate and deliver community events and activities for the local community in partnership with local stakeholders and partner organisations.

· Develop, maintain, and update The Hub on the Hill Community Centre website and social media accounts.

· Actively and positively promote the work of The Hub on the Hill Community Centre through the local press, as directed by the Town Clerk.
· Identify sources of external funding for community projects and events and research, write and submit funding bids for grant, including joint grants with partners and/or stakeholders, as required.

· To develop and promote the Hub on the Hill Community Centre volunteering programme.
Finance

· To develop and implement income generating initiatives including external grants and funding in line with The Hub on the Hill Development Board Business Plan.

· Maintain effective policies and procedures to accurately and promptly record all financial transactions and maintain up to date accounting records throughout the financial year.

· Maintain the computerised financial records of The Hub on the Hill Community Centre and the administration of its finances within the approved budget.

· Prepare budgets of expenditure and income for consideration by The Hub on the Hill Development Board and Madeley Town Council Committees.

· Apply budgetary control of all The Hub on the Hill Community Centre expenditure, income, bank reconciliation, VAT within agreed timescales.
· Prepare payment schedules for approval by Madeley Town Council.
· Regular review of aged debts and action where required to deal with overdue payments and non-payments.

· Maintain a petty cash system and electronic card payment system.
· Ensure the proper care and security of all cash and the moneys of The Hub on the Hill Community Centre for banking.

· To prepare the annual budget estimates and forecasts to be included in the annual Precept calculations following consultation with The Hub on the Hill Development Board and Town Council Committees, in conjunction with the Town Clerk.

· To prepare the year end accounts, annual report and supporting statements for audit, in conjunction with the Town Clerk.

· Oversee quotes and tenders for works, goods, contracts, and services as required or requested by the Town Clerk and The Hub on the Hill Development Board.

· Ensure that The Hub on the Hill Community Centre obligations for the proper care, security, and adequate insurance of all the Town Council assets.

· Maintain the fixed asset register.

· Carry out checks of stock on a regular basis.
· Any other duties commensurate with the post and the grade.
General

· To assist with the general reception duties at Jubilee House which includes dealing with members of the public, ensuring that their enquiries are met or signposting them to other agencies. Greeting and directing hirers of the facilities at jubilee House, if required.

· To assist in all community & events organised by Madeley Town Council as and when required.

· To provide cover at Madeley Community Library in the absence of the Librarian and First Point Officer, if required.

Contacts

· There will be regular contact with a wide range of, customers, clients, members of the public, local authority, community organisations, agencies tenants and suppliers. 
· The post holder is required to work with other team members on a variety of projects and will be expected to take varying levels of responsibility within those areas of work.
· There will be contact with Town Council and Borough Council members.
Creative Work

· The post holder must be able to show imagination and initiative in taking decisions regarding operational issues, particularly those relating to The Hub on the Hill Community Centre and The Hub on the Hill Development Board.
· They will be responsible for identifying areas in which the services and systems of work across The Hub on the Hill Community Centre can be developed and improved and for making sure that resources are used as efficiently as possible.
· The post holder will have an imaginative approach to The Hub on the Hill Community Centre organised events and activities and will evaluate each event and plan and contribute ideas towards the development of existing or new events.

· The post holder will be responsible for the design and production of range of publicity material and find new and creative ways of publicising the facilities across The Hub on the Hill Community Centre including events, activities, and services.

Decisions Made

· Decisions regarding the day-to-day management of the Hub on the Hill Community Centre will be taken by the post holder.
· Recommendations will be made to The Hub on the Development Board regarding the implementation of change or development of a service or activity.

· The post holder will identify improvements to established working arrangements and suggest new ways of working or improvements.

Supervisory Responsibility

· The post holder is directly responsible for the day-to-day line management of support staff.  This will involve organising work schedules, undertaking regular supervision and monitoring performance.

· The post holder is responsible for the supervision of contractors and ensuring that work carried out is to the required standard.
· The post holder is also responsible for the supervision of the Hub on the Hill Community Centre volunteers.

Supervision Received

· The post holder is responsible to the Town Clerk who will give advice and guidance and who will monitor the post holder’s performance. The work programme is determined by the schedule of activities determined by The Hub on the Hill Development Board and the post holder is expected to organise and prioritise his/her own workload.
Complexity

· The post holder will be required to use their professional expertise to manage a diverse range of tasks and functions.

· Due to the position of The Hub on the Hill Community Centre, in the centre of Sutton Hill, and the nature of some the services that are based in the community centre, the post holder will need to show a high degree of sensitivity.  On occasion they may be required to face difficult situations and will need display a calm and caring attitude at all times.
· The post holder will need to be flexible and will be required to undertake some weekend and evening work and must be prepared to change their working hours to provide cover in the event of staff holidays or sickness.
· The post holder will be required to manage and develop a number of demanding projects that are running concurrently, whilst maintaining excellent core services.

· The post holder will be required to respond positively and quickly to changing needs and priorities as directed by the council strategy.
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Person Specification

	Qualifications
	Essential
	Desirable

	Educated to at least NVQ Level 4 or equivalent
	
	

	A recognised qualification in Management and Leadership
	
	

	A recognised qualification in Health & Safety, First Aid and Food Hygiene.
	
	

	
	
	

	Knowledge & Skills
	
	

	Excellent written and oral communication skills
	
	

	Strong analytical skills
	
	

	General administration skills including financial monitoring
	
	

	Project management skills
	
	

	Ability to manage and implement change
	
	

	Managing meetings within set regulations and to a predetermined agenda
	
	

	Ability to anticipate future needs as well as deliver on current priorities
	
	

	Use of IT systems including Microsoft Office
	
	

	Knowledge of Social Media
	
	

	Ability to build effective working relationships with Council members, staff, and a range of stakeholders
	
	

	Knowledge of the statutory duties of a community centre
	
	

	Knowledge of current employment and Health and Safety legislation
	
	

	
	
	

	Work Experience
	
	

	Experience of working within a Community Centre / Charity / Social Enterprise
	
	

	Experience of organising, planning, and implementing community events and activities
	
	

	Experience of managing and planning a café/food outlet
	
	

	Procurement of goods and services within predetermined budgets
	
	

	Experience of writing and submitting funding bids for grant
	
	

	Project Management, delivering results to an agreed timescale and within budget
	
	

	Managing and developing staff
	
	

	Leading a team, inspiring and empowering colleagues
	
	

	Setting up and managing a community volunteering programme
	
	

	Experience of working in a successful customer service environment
	
	

	Independent decision making, applying judgment to refer decision making where necessary
	
	

	Delivery of agreed objectives set out in a business plan and financial plan
	
	

	Acting in an advisory to Trustees and Board Members
	
	

	
	
	

	Behaviours and Characteristics
	
	

	Focussed on solutions rather than problems
	
	

	Ability to work flexible hours including evenings and weekends where required
	
	

	Ability to inspire confidence in key stakeholders
	
	

	Ability to motivate and inspire staff to drive up standards
	
	


	Hold a full driving licence
	
	

	Strong interpersonal, negotiating, and mediating skills
	
	

	Energy, enthusiasm, and commitment 
	
	

	Enhanced DBS
	
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