Utheo Ltd / Orbiston Neighbourhood Centre

‘a place for people, a centre for all’

Job Description

Post:
 


Manager

Contract:


Permanent

Location:


Bellshill, North Lanarkshire

Reporting to: 


Board of Directors of Utheo Ltd

Hours and rate of pay:
35 hours per week, flexible to meet the requirements of the job including some evenings and weekend work.  There will be no additional payment for overtime or unsociable hours, but time off in lieu will be given for hours worked in excess of contracted hours.  £25,000 - £30,000 + pension

ROLE
This role is the most senior position in the organisation, working closely and collaboratively with the Board of Directors.  We’re looking for someone whose values and ethos align with those of Utheo’s; someone who is inspiring and engaging; focused and passionate about the work of the community. You’ll bring out the best in people; be clear about the vision, focus and purpose of the organisation and what it takes to secure its longevity. You’ll be resilient and adaptable with a track record in organisational development, managing people, budgets and change.

OVERALL PURPOSE OF THE JOB

This role is responsible for managing the independent and charitable Orbiston Neighbourhood Centre, ensuring the smooth day-to-day running of the organisation, the centre and the strategic planning. Priorities include delivering community based services and activities, securing funds to ensure the organisation continues to operate, line-managing staff, overseeing the delivery of services/projects and making sure the charitable aims and its statutory requirements are fulfilled. 

MAIN DUTIES

· To ensure the smooth running of day-to-day services and activities in the Orbiston Neighbourhood Centre.

· To attend Board meetings and present written reports to the Board, identifying the progress of current projects, finances, and achievement of the organisational objectives. 
· To assist the Development Officer in setting appropriate targets for funders in obtaining grants and funding for core and project costs and explore and implement additional sources of income for the creation of new project developments.  
· To be responsible, under the Board’s direction, for creating policies, and ensuring staff adherence. 

· To liaise and network with external agencies and organisations to create new partnerships and ensure the organisation maximises any available opportunities. 

· Managing PVG / Disclosure for all staff and volunteers working with children and vulnerable adults.

· To undertake promotional work to highlight the work completed by the organisation, including talks for funders, partners, etc., attending / supporting events.

STAFFING

· Recruit, manage and support staff, undertaking regular performance reviews and giving / organising training as required.

· Oversee recruitment, training, management and support of volunteers.

· Meet all statutory human employer obligations.

PROJECT MANAGEMENT

· To oversee the successful project-management of services and activities, ensuring projects meet the charitable aims. 

· To ensure Project Managers complete relevant grant reports accurately and on time. 

· To support the Development Officer in overseeing projects not controlled by Project Managers, such as core / project cost grants, and ensure all quality standards are met with ongoing reporting and forecasting being completely timeously.

· Ensure building maintenance and operations, H&S and risk assessment are managed efficiently.

· To advise the Board of Directors in building and maintenance, requirements and to assist in keeping premises and equipment to the required standard.

FINANCE

· Work alongside the Administrator/Book keeper to ensure the completion of invoice and wages payments, weekly and monthly payroll and pension’s administration.

· Ensure that there are appropriate financial records for grant funded activities.

· Ensure financial information is prepared by the book keeper and passed to the Development Officer to create and maintain monthly and annual financial tracking.

· Create and track yearly budgets and forecasts. 

· Ensure the Development Officer has all relevant financial information organised and ready to pass to the accountants for completion of year end accounts.

· Completion of statutory documentation for OSCR, Companies House and other external agencies.

STRATEGIC DUTIES

· Working with the board to review the organisations activities and develop strategies to secure the organisations future. 

· To assist in the creation of a work-plan that identifies quarterly targets for the organisation for the following year, setting priorities and objectives, and reporting progress to the board. 

· To identify new community partnerships opportunities, analysing risks (e.g. costs, staffing levels) and presenting viable opportunities to the board.

· Creation of new working practices to meet organisational changes, including training staff and directors as required.  
· To undertake other duties as appropriate and as directed by the Board of Directors.

FURTHER RESPONSIBILITIES

COMMUNITY SOLUTIONS

Utheo is the host locality organisation for the North Lanarkshire Community Solutions programme in Bellshill.  Supporting and chairing the Bellshill Locality Consortium and managing the Locality Activity Programme budget. 

This role will chair the consortium, work closely with partner organisations and agencies to meet the Community Solutions outcomes and support local organisations and groups in their application for Locality Activity Programme funding.  

PERSON SPECIFICATION

	ESSENTIAL SKILLS
	DESIREABLE SKILLS

	Staff management and leadership experience, preferably in a third sector organisation, with the ability to motivate and manage others
	Strategic management experience

Manage CPD and control PVG of staff, directors and volunteers

	Project management of grants, including budget management and achievement of project outcomes
	Experience of securing and delivering projects and services.

	Excellent computer and internet skills and proficient in the use of office software and digital tools such as, but not limited to, Microsoft Office & Teams, Google Accounts, Canva, Slack, Zoom, social media.
	Experience of working from home and leading a team and organisation to deliver services digitally when required

	Proven track record of securing, managing and reporting on grant funding.
	Local knowledge of service providers within Bellshill and North Lanarkshire 

	Proactive self-starter with good decision-making and time-management skills

Good networker who can source and build working relationships with new partners
	Entrepreneurial skills – awareness and the ability to find new opportunities and weigh risks against benefits

	Management of working practices, ensuring they meet legal obligations, health & safety and charitable aims and policies
	Creation of innovative working practices to meet changing needs, whether legal or funder requirements.

	Enthusiastic team player with the ability to be flexible and think outside the box
	Ability to work under pressure

Crisis management skills

	High quality report writing skills, excellent communicator
	High level presenting skills, such as public speaking

	Marketing skills including social media, mailing lists, place-based and digital marketing, monitoring of marketing success
	Experience of third sector invoice management and use of digital accounting software

	Financial management experience including budget tracking, invoice management and managing payments to suppliers
	Experience of working within a community education setting

	Able to work under pressure and meet deadlines
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