[image: C:\Users\claire\Desktop\Craft Town Scotland logo 2017.jpg]                                                                      [image: C:\Users\claire\Desktop\WKCIL logo 2017.jpg]

RETAIL AND BUSINESS DEVELOPMENT MANAGER

Purpose of the role: To support West Kilbride Community Association Limited (WKCIL) Board of Directors in delivering the aims of the organisation with a focus on sustainability through the day-to-day management of the Barony Centre.

To ensure that WKCIL business objectives – with a focus on income generation – are at the core of all development plans and activities for The Barony Centre, Craft Town and associated Craft Studios.

Line Manager: Chairperson of West Kilbride Community Initiative Limited (WKCIL) and named link Directors

Location of Work: The Barony Centre, 50 Main Street, West Kilbride KA23 9AR

Hours of Work:  23.5 hours per week – ideally four specified office days from 9.30am-3pm with 3.5 flexible hours to cover exhibition openings and tasks that can be completed out of the office.

Key Responsibilities:

· Ensure the efficient and effective day-to-day management of The Barony Centre (Gallery, the Gallery Shop and Barony Studio)
· Work with the Board to develop and manage all aspects of the business to maximise activity and income monitoring progress against agreed targets.
· Create/extend the programme of exhibitions and events aligned to the aims of WKCIL 
· Liaise with and support the Board in the management of the Craft Studios
· Further develop the profile of Craft Town Scotland
· Nurture and strengthen relationships with stakeholders including representatives from the local authority, funders, arts, education, tourism and culture organisations 
· Support the development of the strong relationship between WKCIL, CTS and the community
· Be part of the team that establishes and maintains an open and inclusive environment in The Barony Centre for all customers/visitors.
Key Tasks:

· Research and recruit new makers and artists for the Gallery Shop, maintaining the consistently high standard and variation of work for sale
· Secure new makers and artists to take part in exhibitions and workshops
· Manage deliveries of work for Gallery Shop/Exhibitions, ensuring everything is recorded, catalogued, coded and priced and undertake routine stocktakes
· Manage the replenishing/remerchandising of the Gallery Shop to ensure it is appealing and fresh and to maximise income generation.
· Ensure all operational procedures are adhered to e.g Health and Safety, insurance, staff records, Policies and WKCIL membership are maintained, and other office/administrative duties are carried out appropriately
· Manage the Barony Centre hires process and utilise every opportunity to increase the monthly/annual hires target through effective networking and marketing.
· Collate and file relevant paperwork and provide a monthly report to the Board of Directors
· Contribute to marketing and promotional aspects of Craft Town Scotland, including social media, website maintenance and key publishing contacts
· Be one of the points of contact for Craft Studios, the Café team and Barony volunteers

Person Specification:

	Skills and experience – essential 
	Personal attributes – essential 


	Experience of a retail or business environment 
	Motivated and organised, with great attention to detail

	Customer/client-facing experience 
	Effective communication skills

	People, project or community management 
	Team player 

	Interest in arts / community development 
	Ability to prioritise and manage tasks when under pressure

	Skills and experience – desirable 
	Adaptable and committed 

	Working in the charity or third sector 
	Problem solving approach 

	Experience of working with volunteers
	

	Social media channel management, content management and email newsletters 
	



Fixed term funded post until April 2026 - with the aim of extending funding.
23.5 hours per week - £15.79 per hour 
To apply send a cv and cover letter to kay.wkcil@gmail.com by midday Wednesday 15 January 
Interviews expected to take place during w/c 20 January 
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