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	Job Details 

	Job title 
	Community Hub Manager

	Reporting to
	Chris Halliday, Director of Operations

	Location
	Reidvale Neighbourhood Centre, 13 Whitevale Street, Glasgow, G31 1QW

	Hours of work
	40 hours per week over 5 days including evening and weekends. 



	Company Overview

	At The Halliday Foundation, we are committed to addressing the immediate and long term needs of individuals and families of all ages affected by every form of homelessness and poverty. Through the power of volunteers and strong, stigma-free relationships, we provide practical support while creating inclusive, empowering spaces that foster dignity, build self-esteem, and reduce social isolation.

We tackle community inequalities by connecting people across divides, supporting children, young people, adults, and older generations alike. We help develop life and employability skills, and open pathways out of poverty that promote independence and hope for the future.

By working collaboratively with individuals, organisations, and communities, we aim to break the cycle of disadvantage and build a future where everyone-regardless of age or background-has the opportunity to thrive.

Together, we empower change-one person, one community at a time.



	Job Overview 

	We are seeking a passionate and values-driven Community Hub Manager to join our team at The Halliday Foundation. You will report directly to our Director of Operations and play a vital role in supporting the day-to-day management and development of Reidvale Neighbourhood Centre.

The successful candidate will lead on ensuring the Centre operates smoothly and remains a welcoming, well-organised, and active space. Working closely with colleagues, local residents, partner organisations, and user groups, you will help create a vibrant hub of community activity — supporting events, services, and initiatives that benefit local people, anchor tenants, and those hiring our community spaces.




	Main Duties and Responsibilities

	This role will encompass a variety of tasks including, but not limited to, the following:
 Centre Operations & Facilities Management
· Oversee the daily operation of the Community Centre, ensuring it is clean, secure, and fit for purpose.
· Take overall responsibility for building security, opening/closing procedures, and emergency call-outs.
· Ensure the effective use of all rooms, equipment, and storage spaces.
· Manage maintenance and repairs, liaising with contractors and supervising work on site.
· Monitor and implement compliance with statutory and best-practice Health & Safety requirements.
· Maintain and monitor routine inspection schedules for plant, fire safety equipment, mechanical and electrical systems (including PAT testing).
· Carry out regular risk assessments and ensure risk mitigation strategies are in place.
· Implement procedures for emergency response and alarm call-outs.
· Develop and monitor cleaning, safety, and maintenance schedules.

Team Leadership & Staff Management
· Line manage Community Centre Assistants, Community Workers, and the Café Manager.
· Develop and manage rotas to ensure sufficient operational cover.
· Provide ongoing support, supervision, and annual appraisals for all direct reports.
· Facilitate regular team meetings and encourage inclusive participation.
· Provide cover for operational tasks during staff absence, holidays, or peak periods.
· Recruit, train, and support volunteers to contribute effectively to Centre activities.

Community Engagement & Service Development
· Consult and work closely with local residents to develop inclusive services, events, and activities.
· Work collaboratively with internal teams and external partners to widen community participation.
· Ensure the Community Centre remains responsive to the needs and interests of the local population.
· Maintain strong working relationships with anchor tenants, partners, and community groups.

Bookings, Finance & Monitoring
· Maximise Centre income by promoting and managing space hire and bookings.
· Oversee booking systems and invoicing processes to ensure accuracy and efficiency.
· Monitor Centre footfall, activity usage, and feedback through effective tracking systems.
· Prepare reports for the Director of Operations on usage, outcomes, and community impact.
· Contribute to and lead on funding applications to support and sustain services.

Communication & Organisational Duties
· Maintain clear communication with all Centre users, tenants, staff, and partners.
· Promote a positive, respectful, and inclusive environment for all visitors and community members.
· Represent The Halliday Foundation professionally in all external meetings and partnerships.
· Work collaboratively across teams, showing flexibility and support where needed.
· Attend and participate in training, team meetings, and support/supervision sessions.




	Health & Safety Responsibilities

	· Adhere to all company policy, procedures and all duties under legislation and best practice.
· Maintain a safe working environment for yourself and others.
· Ensure all equipment that is utilised in day to day activity is well maintained and in safe working order.  Any concerns or defects to be reported to the Director of Operations
· Wear Personal Protective Equipment (PPE) as appropriate to the role and use it in accordance with the instructions provided by the organisation, immediately reporting any loss or obvious defect to the Director of Operations. 
· Keep work area clean, tidy, well organised and free of hazards.



	Person Specification

	Essential Skills & Experience
· At least 2 years’ experience managing/working community-based services or facilities.
· Proven experience managing staff and overseeing rotas, appraisals, and supervision.
· Knowledge and experience of building management, health and safety, and risk assessment processes.
· Experience with funding applications and contributing to income generation.
· Excellent verbal and written communication skills.
· Strong IT skills, particularly Microsoft Office.
· Ability to work both independently and collaboratively.
· Excellent attention to detail and organisational skills.
Desirable
· Experience working with volunteers.
· Familiarity with invoicing, CRM or booking systems.
· Experience developing partnerships with third sector, statutory, or community organisations
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