JOB DESCRIPTION:  Toll Community Centre Manager

Hours: Full-Time 35 hours per week
Holidays: 33 
Salary: £29,245 - £36,547 per annum, plus pension, dependant on experience
Duration: Post will be on a permanent basis.
Location:	 Toll Community Centre, East Toll Park Kirkcaldy Road, Burntisland, KY3 9HA 
Accountable to: Board of Trustees

Organisational Profile:

The Toll Community Centre is a busy, voluntary run, community centre with associated High Street Hub, registered with OSCR. We work in partnership with the local community to support neighbourhood and family networks, to facilitate local participation and provide access to facilities and services that fulfil the needs of our local community by offering a safe and comfortable place for groups to meet, at affordable prices. The Toll Community Centre is a place where all are welcome and valued. Working in partnership with Fife Council, we offer a range of free courses and services, alongside our commercial groups meeting within our premises. 

Job Purpose:

As Centre Manager, the post holder is required to lead the team of staff and volunteers to plan, coordinate, and direct a broad range of services that allow the organisation to operate efficiently and effectively.

The post holder will develop and underpin the services required to enable The Toll Community Centre and Hub to provide a professional, relational, person-centred approach to serving the local community including the monitoring of all activities and managing day to day building and maintenance issues.

They will support our information systems where appropriate, ensuring data integrity across the organisation, maintaining records with regards to volunteering, finance, bookings, payroll, and any other operational requirement. Maintaining high quality records, make regular financial reports, project reports, and provide quality project evaluations to funding bodies

The post holder will drive a process of continuous improvement across all aspects of the business, ensuring appropriate policies are produced and implemented within the facilities i.e. Health & Safety; Child Protection etc. and that all legal requirements are fully complied with.

In addition, the post holder will attend meetings and networking events to promote the work of the organisation and make good connections with other organisations. In particular they will deliver on the terms of the Service Level Agreement (SLA) with Fife Council to ensure ongoing funding provision is secured.

Responsibilities:

Administration
· Working with strategic partners and user groups to develop, organise and run a range of learning and participative opportunities for families with children, young people and the elderly specific to the needs of groups in Burntisland, and particularly for those living in areas that are classed as areas of Multiple Deprivation as identified by the Scottish Index of Multiple Deprivation (SIMD)
· Have operational responsibility for the implementation of all administration procedures:
· Booking System
· Invoicing
· Social media and advertising
Finance
· Supported by the Board of Trustees, have operational responsibility for the implementation of all finance procedures
· Managing day to day processing of accounts receivable and payable – ensuring timely manner of debtor payments, producing reports as requested.
· Effective processing of invoicing, banking and financial software related items.
· Preparation and management of budgets together with the Board of Trustees.
· The development of a sustainable medium/long-term funding strategy.
· Research funding sources to identify relevant grants, fee structure sponsorship and fundraising available to Community Centres or to support development programs.
Human Resources
· Supported by the Board of Trustees, have operational responsibility for the implementation of all HR procedures with both staff and volunteers.
· Ensure all HR Policies and Procedures are updated.
· Ensure effective record keeping from an HR perspective, liaising with external provider where appropriate.
· Providing HR requirements for recruitment of new members of staff including induction programmes and Staff Contracts.
· Co-ordinate caretaking and cleaning rotas, ensuring that all centre facilities are always maintained to a high standard.
Other Duties
· Supervise all staff supporting roles.
· Maintain an equipment/assets register.
· Maintain and strengthen close working relationships with main partners.
· Providing The Toll Community Centre and associated Hub representation at relevant meetings and working with external partners / bodies as appropriate.
· Provide written reports on progress against agreed actions and key areas of work, where appropriate.
· Be a keyholder with responsibility for start and end of day procedures, co-ordinating the opening and locking up of the building.
· Carry out all work-related tasks in line with the policies and procedures. To perform other similar and appropriate duties as required in the day to day running of the office, including fire safety, health and safety policies and procedures.

This job description is a broad picture of the post at the date of preparation.  Post Holders may be required to carry out additional duties which are necessary to fulfil the purpose of the job, and to respond positively to changing business needs.

