SCOTTISH MINING WELFARE TRUST
BLAIR CASTLE, CULROSS, FIFE KY12 8JW   TEL & FAX 01383 880307

admin@blaircastle.net

__________________________________________________________________________

Job Description
Job Title

:  General Manager
Reporting to

:  Trustee Board
Responsible for
:  The day to day operations of the Trust and future  
                                    development
Salary

:  £28,000 - £32,000 
Benefits

:  Contributory pension (Employer 5%)
Holidays

:  4 weeks plus 8 public holidays (public holidays in line 




    with Fife area – any public holidays that are worked, 

   


    days will be given in lieu.
Contract

:  Permanent Full Time - (6 months probationary period)
Purpose of the Post
Scottish Mining Welfare Trust is a registered charity which has been in existence since 1927.

We provide subsidised holidays to people who have worked in the mining industry and their family.  

We exist to help alleviate social isolation and give opportunities to people who may have financial difficulties. We work in Partnership with CISWO and other Third Sector organisations to provide the best supported service

This is an exciting opportunity to support a diverse and expanding organisation and build on and further develop its services.

Main Responsibilities
· To be responsible for the overall delivery of the aims and objectives of the Trust.
·  Client Liaison and monitoring of suppliers and contractors.
· To successfully manage and increase facility use.
· Help develop and implement marketing strategy.
· The General Manager will be responsible for the day to day running of the Trust, ensuring staff are meeting the objectives of their job roles and are fulfilling the needs of our guests during events and open season.

· The Manager will aid with the running of the office and be aware of the Trusts finances helping to maximise income during closed season.

· The Manager will have to provide structure and build a good relationship with staff to ensure the smooth running of the Trust completing staff welfare and performance checks on a monthly basis.

· The Manager must be approachable, empathetic and be open to suggestion as everyone at Blair Castle operates as a close-knit team.

· The Manager is responsible for promoting and maintaining the Trust website and social media pages

· A key part of the post will be to develop new income streams for the Trust as well as increasing our profile with outside bodies, Councils and local communities.
Essential
· Previous managerial experience
· Able to work on own initiative
· Flexible approach to duties
· Good communication skills
· Ability to initiate and manage effective monitoring and review systems
· Conversant and competent with Microsoft Office
· Have a full driving license and use of a reliable vehicle
· Administration experience

Desirable
· Possess strong negotiation skills and the ability to manage conflict
· Knowledge of sage payroll 50
· Knowledge of xero accounts software

· Charity experience

· Liquor Licence

· PVG

· Health & Hygiene certification

