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Post:	Hall Manager
Responsible to:	Board of Trustees 
Salary:	£36,000pa pro rata
Hours of Work:	21 hours per week

Background
[bookmark: _Hlk126941023]Toryglen Community Hall (TCH) has been a registered charity since 1988 with SCIO status from 2015.  TCH facilitates a range of educational, health, recreational, environmental, and social integration-related activities seven days per week.  These activities are delivered by a mix of providers: community organisations, statutory agencies, and specialist provisions.  
We recently secured ownership of the hall and grounds through the asset transfer process and are starting an expansion programme to increase and improve the premises.

Purpose of role
Toryglen Community Hall delivers a variety of community projects for people of all ages who live in the area.  It’s a vibrant place, full of energy, activities and friendships.  We are seeking a passionate and dedicated Manager to lead the day-to-day operations of our community hall.  The ideal candidate will be a community-focused individual who can create a welcoming and inclusive space where residents can access vital resources and participate in activities co-designed with them to meet their needs and interests.
The postholder will be responsible for managing the Hall, delivering a high standard of facilities management and health & safety alongside a community programme.  The postholder will also be responsible for supporting the financial viability of TCH through income maximisation, exploring a range of funding opportunities and developing an inclusive activities programme for all ages and abilities to enjoy.
The continued success of the hall will depend heavily on the organisational skills of the
Manager and their ability to communicate effectively with all members of the community and work alongside colleagues, partners and Trustees.

Main Duties and Responsibilities 
· Manage the hall and generate income to ensure the continued viability of the hall.
· Ensure the hall is a safe and welcoming space with well-run programmes of activities for people of all ages and backgrounds.
· Ensure legal and statutory requirements are met, e.g. licensing, insurance, H &S. 
· Ensure the hall is well maintained with appropriate routine checks  and external service contracts. 
· Responsible for recruitment, management & supervision of staff
· Contribute to the planning, development, implementation and delivery of the business and strategic plan.
· Positively represent the hall and the community at partner and other meetings/events to raise the profile of the hall and to ensure the views and needs of the community are prioritised and included.
· In conjunction with the Trustees, review and update policies and procedures.
· Ensure the sustainability of the hall by maximising income generation and by securing funding from external sources.
· Prepare relevant monitoring and reports for funders and board.
· Support the Board to develop its skills and capacity to manage the organisation.
· Liaise with the treasurer in setting and managing budgets and maintain an overview of the financial position of the hall
· Ensure effective procedures for bookings, invoicing, etc. 

Person Specification 
Essential Criteria
· Strong leadership and team management skills
· Understanding of all relevant legal and statutory requirements  
· Proven experience in delivering community-based programmes 
· Good organisation skills
· Excellent communication and interpersonal skills 
· Confident, self-motivated, innovative and able to work under pressure. 
· Good IT skills 
· Able to work occasional evenings and weekends and attend the hall at short notice. 
· Experienced in successful fundraising and monitoring & evaluation
· Experience of budgets and financial management 
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