Role Profile
Duties will include the following:
Oversee and manage the annual regulatory requirements of the Centre, ensuring all legal obligations are met, and dealing with necessary repairs timeously. All in line with budgets.
Overall line management of the staff of the Centre: caretaker manager, caretaker/cleaner, bookkeeper, ensuring staff rotas are signed off, HR issues managed in consultation with trustees, and invoicing processed on a regular basis as agreed with bookkeeper.
Attend trustee meetings on a monthly basis, taking minutes and reporting on how operations are meeting the ongoing objectives of the Centre.
Ensure staff and trustee development requirements are kept up to date, organising training in line with operational needs, and encouraging core users to take up a position on the board of trustees for community engagement.
Issue invoices to service users and liaise with the bookkeeper and treasurer in terms of required record keeping for annual accounts.
Prepare fundraising applications as directed by trustees, which are suitable for the Centre’s objectives and complement existing services as well as the strategic direction of the Project.
Organise the annual Centre AGM, and issue invitations.
Update social media accounts on the work of the Centre, in line with community engagement.
Ensure GDPR requirements are followed.
Document statistics on the use of the Centre locally to provide required analysis for Annual Report etc and produce a quarterly newsletter for community engagement.
Engage in any other duties necessary for the smooth running of the Centre, in consultation with your line manager.

