Boomerang Community Centre SCIO
IDENTIFICATION

Post Title:
      
Centre Manager


Responsible to: 
Board of Trustees


Responsible for:
Development workers



Coordinators




Kitchen staff




Admin and domestic staff




Support workers
Volunteers

Starting Salary:    £34,264 to £38,605 fixed term to 31st March 2025 (subject to continuation funding)
Hours:  37.5 hours 
Annual Leave:        25 days plus 2-week Christmas closure 
JOB PURPOSE

To be responsible for the management, development and financial oversight of The Boomerang Community Centre as directed by the Board of Trustees.
To ensure the strategy, structures, systems and culture are embedded to enable the team to provide optimum services.

To manage the day to day running of the Boomerang Community Centre. 

To ensure all statutory and legal requirements are in place.
To facilitate services provided by the voluntary and statutory sectors to those residents of the communities served by the Centre.
To assist in the development and implementation of initiatives in order to improve services and facilities in the community.

To encourage and facilitate the active participation of local residents in the development of the Centre.
To work in partnership with statutory and voluntary services to ensure staff, volunteers and service users have the best experience.
PRINCIPAL WORKING CONTACTS

1.
The Board of Trustees
2.
Centre based groups, users and the general public

3.
Staff and representatives of voluntary/statutory sector agencies and service 
providers.

4.
Maryfield Community Planning Partnership.

MAIN DUTIES

Responsible for day-to-day management, promotion, co-ordination and development of the Centre, as directed by the Board.
Develop and maintain close working relationships with voluntary, community and statutory organisations operating in the area and develop opportunities for these organisations to promote their services and activities through the Centre in line with the local community plan for the ward, promoting a person-centred focus at all times.

Work directly with individuals from ‘target’ communities to identify needs, priorities and provide support in the development of those communities.

Facilitate the integration of individuals from the ‘target’ communities with voluntary and statutory support services.

Establish, co-ordinate and promote regular and relevant activity at the centre.  
Oversee the Centre and develop strategies to increase its effectiveness while maintaining good financial governance.
Support and develop active community involvement in the Centre’s activities through the appropriate use of the media, posters, leaflets, and outreach work. Develop methods and structures which facilitate involvement from all sections of the community in the programme and management of the Centre.

Encourage and support community-based initiatives to improve the suitability and responses of local services.

Foster a multi-agency approach to the development and delivery of localised services in collaboration with colleagues from both statutory and voluntary sectors.

Contribute to the relevant action/regeneration plans including the local community plan, to ensure that the activities of the Centre reflect and inform strategic objectives.

Actively encourage and support dialogue with all residents of the communities to increase their participation in all aspects of community activity in the area.
Responsible and answerable to the Board of Trustees to secure adequate funding and ensure robust financial management for staffing, premises, and all associated costs of the Centre.  Responsible for all operational budgets and financial management.

Liaise, negotiate and commission external legal, accountancy, financial advisory and any other professional services as may be required, as directed by The Board of Trustees.
Responsible for the direct line management of staff and volunteers including support and supervision, disciplinary procedures, and Annual Reviews in line with the Centre’s Policy and Procedures.

Identification of training and development needs of Centre’s staff and Board of Trustees.

Recruitment, selection and induction of Centre’s staff together with the Board of Trustees.
Responsible for workload planning, rotas, and staff meetings.
Provide training, professional support and advice to the Centre’s Board of Trustees to enable them to take a full part in all aspects of its management.

Ensure that the Centre complies with all appropriate legal obligations arising from its recognition as a Scottish Charity. 

Develop performance criteria and indicators to meet the requirements of funders.

Provide reports, presentations and other materials required for our funders and the Centre’s Annual General Meeting.
Assist the Board of Trustees with evaluation and monitoring of the Centre including the maintenance of records, statistics etc.

Together with the Board of Trustees ensure that all activity and procedures are in line with the Centre’s current policy and procedures.
Ensure the security of premises, equipment and materials and implementation of inventory, controls, and documentation procedures.

Assist in the development and promotion of new technology to provide high quality information/resource/services which facilitate community action.
Risk Management:- 

Ensure health and safety policies and procedures are in place
Ensure staff awareness and compliance of H&S policies and procedures

Ensure Fire Safety policies are in place and adhered to

Ensure confidential information is held securely in accordance with General Data Protection Regulations (GDPR)
OTHER DUTIES

This job description is a broad picture of the post at the date of preparation.  It is not an exhaustive list of all possible duties and it is recognised that jobs change and evolve over time. Consequently, this is not a contractual document and the post holder will be required to carry out any other duties to the equivalent level that are necessary to fulfil the purpose of the job.
There is a requirement to work evenings and weekends as required to suit the business needs.
