[image: C:\Users\janette\Desktop\Janette temp from desktop\Janette stuff\Community Empowerment\TCDT logo.png]                              Facilities Co-ordinator

 
	
	
	



[bookmark: _GoBack]Job Description 
Responsible to: 	Chair of the Trust (or their nominee)  
Contract Start Date	TBC until 31st December 2024
Contract Period: 	37.5 Hours per week
Working Days:	Mainly Monday to Friday between 9 till 5pm but flexibility will be  
                                    required depending on the needs of the Centre including occasional 
                                    evening and weekend cover.
Salary:		£ 25,685 plus a workplace pension
Holiday entitlement:	 25 days/annum plus Christmas & New Year public holidays

The Centre is the at the heart of our community providing recreation, sport, social and a venue for delivering local services i.e. CAB, Tenant’s Outreach Service, The Gate food larder.
Our vision for the Centre is to:

· Promote social inclusion through sport, recreation and education 
· Promote healthy living and tackle inequality
· Build social capacity and a sense of place
· Raise community aspiration and opportunity (volunteering, employment etc)
· Preserve and promote local heritage

Main purpose of job
Working for and in conjunction with TCD Trustees to ensure the smooth running of the Centre, by making sure it is able to operate efficiently and effectively in responding to the identified needs and aspirations of the local community, in partnership with that community and with others who share our aspirations and values.
Main responsibilities
1     Ensure health and safety procedures are robust and that risk assessments and safe systems of work are up to date and amended as required. This includes weekly checks on fire systems and fire drills, water safety, hygiene, and any other safety requirements.	Comment by Janette McGowan: Add

2     Carry out minor repairs, cleaning, and decoration where appropriate and time allows, supervise and support volunteers carrying out minor works.
	Comment by Janette McGowan: Add
3    Lead on the day to day management and administration of the building facilities, ensuring that the building is fit for purpose

4    Monitor and check contractor work and report back to the Trust on the progress of the tasks.
5    Report any concerns on the health, safety and safety of the building to the Trustees (H&S lead Trustee) immediately.

Facilities Day to Day Operations 

6    Firstly, and foremost ensure groups and users are welcomed into the centre and their requirements listened to.  Assist with the provision of equipment and room set up where appropriate. Ensure they are updated on housekeeping rules, toilet facilities, fire escapes routes and first aid requirements.

7    Make and accept bookings for users and groups in person, via email or by phone. Update the booking system, confirming payment details and support other staff and volunteers in doing so.
8    Support other staff members, placements, and volunteers. 

9    Ensure that the centre’s customer base is strengthened and that commercial 
         opportunities are recognised. 

10   Manage allocated debit card use and report expenditure to the treasurer as required.
	Comment by Janette McGowan: Add	Comment by Janette McGowan: 
11   Any other reasonable tasks required related to the post.


Liaison and Representation
12   Be an effective Ambassador for the organisation. 

13   Participate in networks, with other partner organisations and other key stakeholders. 

  Other duties and requirements

14   The employee must be physically fit to manage lifting and moving of equipment in and around the centre.

15   Must treat all members of the public, volunteers, colleagues equally, fairly and respectfully in all aspects of the role. 

16   Contribute to a co-operative working ethos across the Centre. 

17   This Job Description indicates only the main duties and responsibilities of the post. It is not intended as an exhaustive list. 

TCDT reserves the right to amend this Job Description from time to time, according to business needs. Any changes will be confirmed in writing. 

	.   Heading
	Selection criteria
	E= essential
D= desirable

	1. Education/ qualifications
	1. A proven track record of at-least three years’ paid experience of working within community development or equivalent field at a supervisory level.
1. Good, general education sufficient to enable post holder to communicate effectively with a wider range of stake-holders, customers, organisations.
1. Qualification in Facilities Management
1. Qualification in Health & Safety 


	1. E

1. E

1. D

1. D

	2.  Experience
	1. Experience of working with volunteers
1. Experience of managing property-based facilities 
1. Experience of working in a public facing role.
1. Experience of dealing with members of the public; must be able to deal with people in a firm but non-aggressive manner on occasions

	1. E
1. E
1. E
1. E

	3. Skill and abilities 
	1. Interpersonal, relationship-building and networking skills
1. The ability to multitask and prioritise your workload
1. Confident decision making
1. Time management skills
1. Project management skills
1. Teamwork skills and the ability to support and motivate others
1. Excellent communication skills including oral, written and digital
1. Experienced in using IT skills software, Microsoft office package and able to use management Apps – Skedda, Trello, Slack (training will be provided in the use of Apps)
1. Implementing and maintaining monitoring and evaluation processes
1. A practical, and flexible approach to work.
1. Physically able to carry out manual handling tasks


	1. E
1. E
1. E
1. E
1. D
1. E

1. E

1. E


1. E

1. E
1. E

	5. Knowledge
	1. Knowledge of the wide range of services and needs of diverse individuals across our community 
1. Commitment to and understanding of equal opportunities.
1. An understanding of the importance of safeguarding issues in relation to children and to vulnerable adults.
1. Knowledge and experience of health and safety good practice and legislation

	1. E

1. E
1. E

1. D


	1. Other
	1. Able to work flexibly, including being at the Centre on evenings and weekends on occasion.
1. Willing to attend training courses to benefit the running of the centre an enhance the employee’s role
1. PVG checked 
	1. E

1. E

1. E
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