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	Job title:
	Centre Manager
	Department/Group:
	Bonnyton Community Centre

	Location:
	Bonnyton, Kilmarnock
	Position type:
	Full time

	Reports to
	Committee Treasurer
	Date posted:
	19/10/23

	Salary
	£31,200 annual
	Contact Email:
	Bonnytoncommunitycentre@outlook.com

	PURPOSE OF POST
	SCOPE:


	TO MANAGE DAY TO DAY OPERATIONS OF BONNYTON COMMUNITY CENTRE.

	 MANAGEMENT OF ALL ASPECTS OF CENTRE BOOKINGS AND CONTRACTOR/VOLUNTEER COORDINATION.



	 EXPERIENCE/QUALIFICATIONS

	· 5 YEARS PREVIOUS CENTRE MANAGEMENT EXPERIENCE 
· MUST BE PVG REGISTERED
· FIRST AID TRAINED
· FOOD AND HYGIENE CERTIFICATE HOLDER
· BASIC IT SKILLS REQUIRED


	Roles and Responsibilities 

	· Centre key holder
· Management of security and fire alarm systems.
· On call when required.
· Manage centre diary including:
· Keep diary up to date and accurate
· Completion of booking forms
· Setting up of rooms/furniture
· Receipt of payments
· Liaise with volunteers and committee
· Escalate any issue to the committee in a timely manner
· Welcome all centre users
· Ensure all H&S requirements are met and documented.
· Water quality testing 
· Manage all maintenance requirements 
· Ensure cleaning standards are always met.



	Post holder characteristics

	· Must have personal commitment to safety standards.
· Strong bias for action to identify potential problems and co-ordinate their resolution before they become an issue. 
· Continually seeks to identify new ideas and implement new opportunities, which deliver business benefit.
· The ability to build and develop effective relationships with centre users and stakeholders.
· Excellent communication and team working skills



	Reviewed by:
	Linzi Skilling
	Date:
	19/10/2023

	Approved by:
	Rene Skilling
	Date:
	19/10/2023

	Last updated by:
	Linzi Skilling
	Date:
	19/10/2023
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