Centre Coordinator for Glasgow Quaker Meeting House (24 hours per week)

General

The Quaker Meeting House at 38 Elmbank Crescent, Glasgow G2 4PS is a four-storey Victorian building in a conservation area. Glasgow Quakers use it regularly on Sundays and Wednesdays for quiet worship and at other times for meetings. Three of the rooms are available for hire, both daytime and evening, to outside groups: some book regularly and others for one-off events. To keep the building operational requires careful attention to maintenance and regular income from room hire to supplement Quaker financial support.
This document outlines the duties and responsibilities of the Centre Coordinator . An Operations Assistant (not yet appointed) and a cleaner complete the staff team and they report to the Centre Coordinator . Quaker volunteers also assist.
Job Description

Purpose

The overall purpose of the Centre Coordinator  post is the effective management and administration of the Meeting House as a resource both for Quakers and for the surrounding community.

Employed by
The Centre Coordinator  is employed by West Scotland Area Meeting (Quakers), a recognised charity.
Responsible to

The Centre Coordinator  is accountable to Glasgow Quaker Meeting through the Wardenship and Lettings Committee: one of its members acts as Line Manager. The Centre Coordinator  will also be required to work with other Quaker committees and appointed individuals, in particular the Property Committee and the Health and Safety Officer.
Ways of working 

To act in accordance with Quaker ways of working, agreed policies and procedures, codes of practice and legal responsibilities. We require our employees to have a standard disclosure check as we are committed to safeguarding any vulnerable people who may visit our premises.
The Main duties are to: 

1. Manage the use of rooms/car park by both Quakers and other groups 
2. Ensure efficient administration of operations
3. Monitor the upkeep of the fabric, fixtures, fittings and equipment and fix/report issues 
4. Lead and manage the operations staff team
5. Report regularly to Quaker committees and office-bearers as agreed
6. Ensure that the Meeting House is a welcoming place for all 

Specific Responsibilities:

1. Manage the use of rooms/car park by both Quakers and other groups
a. Ensure and maintain effective systems to deal with enquiries, bookings, staff cover (including by Quaker volunteers), invoicing and collecting and recording income from room/car park hire.

b. Promote the hiring of rooms to the local community, both to contribute revenue and as a resource to the community.

c. Ensure appropriate arrangements for the security of the building.

d. Liaise with outside groups to ensure, as far as possible, that they use the meeting house in accordance with agreed policies and procedures.
2. Ensure efficient administration of operations 
a. Maintain efficient financial and contractual records, including schedule of contractual renewals 
b. Work with treasurers to ensure cost-effectiveness of Meeting House suppliers

c. Undertake payroll-related tasks under the direction of treasurers, liaising with the payroll company as required
d. Respond efficiently to telephone calls, emails and correspondence and forward them to appropriate Quaker committees or individuals.

e. Maintain up to date guidance on all Meeting House procedures.

f. Ensure appropriate and adequate supplies for refreshments, office supplies, and cleaning and hygiene products and check housekeeping equipment is well maintained. 
3. Monitor the upkeep of fabric, fixtures, fittings and equipment and report issues 
a. Check the building regularly and report any issues with the state of fabric, fixtures, fittings and equipment promptly to the Property Committee
b. Work with Property Committee to ensure and implement effective systems to deal with repairs, renewals and upkeep of the fabric, fixtures, fittings and equipment.

c. Maintain a schedule of required maintenance and checks

d. Oversee work done by tradespeople where necessary. 

e. Work under the guidance of Quaker health and safety officer to ensure compliance with health and safety regulations 
f. Undertake minor works where feasible  
4. Lead and manage the operations staff team. 
a. Be responsible for staff induction, supervision, development, training, appraisal, and team building, and contribute to recruitment processes as required. 
b. Maintain employment records and timesheets for all staff, including holiday and sickness records
c. Make arrangements with staff and Quaker volunteers to staff and prepare the Meeting House as required, including for advertised Meetings for Worship. 
5. Report regularly to Quaker committees and office-bearers
a. Provide a written report to Wardenship and Lettings Committee and attend as required

b. Provide written input to other committees if requested and attend as required. 

c. Forward correspondence promptly to the appropriate Quaker Committee Clerk or office-bearer and respond promptly to enquiries from them
6. Ensure that the Meeting House is a welcoming place for all 
a. Ensure that the Meeting House is prepared for groups as appropriate  

b. Implement effective standards of cleanliness, tidiness and hygiene throughout
c. Ensure that at agreed times there is a member of the staff team or a Quaker volunteer available to welcome visitors and maintain good relations with users of the Meeting House. 

Main Terms and Conditions 

The main points are: 

· The Centre Coordinator  normally works over three days per week, including one evening but some flexibility about hours is expected. They are not expected to work over the agreed hours per week, averaged over a four-week period.
· The Centre Coordinator  is entitled (pro rata to a 37.5 hour 5 day week) to 30 days holiday, including 10 public holidays. The holiday year runs from 1 January to 31 December.
· The salary offered is £14826 - £16062(Full time equivalent £22857 - £24762) initial one year contract. 

· Scottish living wage (£9.50 an hour) plus between 20 and 30 %, according to experience. It will be adjusted annually in accordance with the living wage rate.  
· The employer’s contribution to a stakeholder pension is 7.5% of gross salary.

· In the first instance this will be a one-year contract, with an initial probationary period of six months. 
Person Specification 
	Criteria
	Essential
	Desirable

	Attainments/competencies 


	Basic computer skills 
Good organisational administrative skills including filing and record-keeping 

Staff management of a small team
Good oral communication skills 

Report writing skills
	

	Previous experience


	Some management experience, including responsibility for maintenance  of fabric of a building  
	Management and editing of web pages

Financial record-keeping


	Special aptitudes/qualities)


	Positive and flexible attitude 

Able to cope calmly with unexpected or difficult situations

Capable of working on own without continual supervision 

Able to work co-operatively with Quaker and other groups
	Understanding of the practice and principles of Quakerism and able to work in sympathy with its ethos



	Practical abilities 
	Physically fit in order for moving and handling of large furniture items . 

Able to carry out minor DIY-type repair work
	

	Personal circumstances
	Able to work up to 1 evening per week up to 9.45 
Able to work flexibly within designated hours of employment when building in use 8.45- 5.45 (and one evening as above).
Basic PVG(Protecting Vulnerable Adults) disclosure required.
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