Person Specification: Toll Community Centre Manager
 
	 
	Essential
	Desirable

	Qualifications/ experience
	An appropriate Community Work qualification or recent directly relevant experience.
 
The ability to organise and prioritise management, personal and staff workloads in support of organisational delivery priorities.
 
Excellent communications skills, the ability to disseminate information accurately and efficiently.
 
Able to communicate and present information in a clear and concise manner.
 
Have experience of working at Management level with the ability to prioritise a busy workload.
 
Experience of supervising staff.
 
	Previous admin management experience
 
Project management experience
Experience of an accounts package with the ability to interpret and produce reports as required by the Board and Management Team.
 
Experience of writing successful funding applications
 

	Knowledge
	Good working knowledge of Microsoft products and other IT related systems.
 
Awareness of key partners. 
 
 
	Knowledge of working with databases.
 
Willingness to undertake personal development plan and training.

	Skills and abilities
	Ability to deal with confidential information in a secure and professional manner.
Excellent written and verbal communication skills
 
Ability to work on own initiative
 
Ability to interpret and produce as required a range of Management Information Services (reports) for Finance and Data held within the Company.
 
Ability to produce minutes/reports accurately in a timely manner.
 
Ability to multi-task and plan ahead.
 
Ability to communicate with people from different backgrounds and abilities with respect and patience. 
 
Ability to present a professional customer/partner facing role.
 
Ability to work in a complex and fast moving environment while also driving toward clarity and solutions.
 
Good timekeeping and willingness to work.
 
	Ability to deal with conflicting priorities.
 

	Other
	Establishing policies/procedures in respect to the above.

	



