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Fauldhouse and Breich Valley CDT – EDC Manager Job Description

Post: Eastfield Development Centre Manager
Hours: 36hrs per week (some evening and weekend work required)
SPC Salary: £30,935
Term of Contract: initially 1 year (with the possibility of extension)
Reporting to: Fauldhouse & Breich Valley Community Development Trust Board of Directors
Managing: Eastfield Development Centre, Team Members and Volunteers


To co-ordinate activities and develop Eastfield Development Centre in line with the Fauldhouse and Breich Valley Community Development Trusts (F&BV CDT) Key Objectives. 

Key responsibilities/tasks: 

· Develop and promote Eastfield Development Centre (EDC) through outreach and development work, working at a local and at a strategic level to promote and establish relationships/partnership for the benefit of the Fauldhouse and Breich Valley Community Development Trust (F&BV CDT) and the Communities the Trust represents and/or supports: Includes, Public, Private, Statutory and Non-Statutory partnerships.
· Work closely with Eastfield Development Centre Management Group, Hub Manager and with F&BV CDT Board of Directors to assist them to develop and deliver the F&BV CDT’s Key Objectives.
· To manage on behalf of F&BV CDT Board of Directors all projects and activities for Eastfield Development Centre and ensure these projects and activities are community led and community driven, that they are not duplicating services within our communities and adhere to F&BV CDT’s Key Objectives. (As outlined in our Articles of Association)
· Recruit, Train, Support and Supervise an appropriate Development Work Team to Develop and Implement a Community Led Programme for EDC.
· Overall responsibility to ensure the successful management, development of EDC. This includes responsibility for risk assessments, health and safety and other statutory and non-statutory obligations, policies and procedures that relate to the centre, staff, groups, and users.
· To Ensure all EDC Team and partnership activities and projects involve F&BV residents, community groups and clubs, among others. 
· To ensure and enable (via successful management of EDC Team) participation, and inclusion for “all” in the activities of EDC (“All”, as outlined in F&BV CDTs Equal Opportunities Policies and Articles of Association)
· Overall responsibility for the management, support and supervision of EDC projects, activities, and groups, among many other current and future EDC Developments and Initiatives
· Ensure all projects are meeting their outcomes and milestones for EDC.
· Manage, supervise, and support all EDC staff, development team members and volunteers.
· Ensure all relevant Policies and Procedures are in place, updated and implemented.
· Develop and strengthen EDC partnership working.
· Overall responsibility for the management and effective communications, organisational, financial, and administrative systems. (Initially support will be given by the Hub Team with regards to communication, administration, and finance support)
· Overall responsibility to manage on behalf of F&BV CDT Board of Directors the finances of EDC including budget setting, funding, and income generation.
· Ensure all reports / invoices as required by all EDC funders, service providers and supporters are submitted by EDC for all Projects and Activities.
· Make further funding applications, where appropriate, and further develop opportunities to generate income and assist EDC to become “Self-Sustaining” and not reliant on grant/funding income.
· Report to the Eastfield Development Centre Management Group and F&BV CDT Board on progress and development of the Centre.
· To carry out any other reasonable duties as required. 

Essential skills and qualities

· Excellent interpersonal and organisation skills
· Knowledge and understanding of community development approaches.
· Understanding of partnership working
· Experience of fundraising and claiming monies from funders and trusts
· Ideally, knowledge and experience of social enterprise, business development, project management and the voluntary sector
· Good IT skills
· Ability to work with, lead and motivate staff, team members and volunteers.
· Must be an enthusiastic self-starter.
· A qualification in a relevant field is essential (community education, social work, health etc.) or relevant experience gained in a comparable role.
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