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Linktown Community Action Centre

Job Title: 		Centre Development Worker (Part-Time)
Salary:    		£30,044 FTE (pro rata)  
Hours:     		18 hours per week, flexible working pattern required
Duration:		Funded in the first instance until January 2027
Reporting To: 	Board of Trustees
Location: 		Philp Hall, Linktown, Kirkcaldy

About Philp Hall
Philp Hall is a vital community asset serving the people of Linktown, providing space for local events, activities, and support services. Our strategic plan focuses on sustainability, community engagement, and developing programmes that respond to local needs. The postholder will work to deliver Philp Hall’s strategic aims, supported by the organisation’s strategic plan.

Main Purpose of Post
The Centre Development Worker will play a key role in delivering our strategic vision, 
supporting community engagement and ensuring the sustainability of Philp Hall. This includes developing partnerships and implementing projects that align with local needs and priorities.

Key Responsibilities
Community Engagement & Programme Development
· Develop and deliver activities and services that align with the strategic aims of Philp Hall
	and benefit the local community.
· Build relationships with local groups, residents, and stakeholders to identify needs and
	opportunities for collaboration.
· Promote Philp Hall as a hub for community-led initiatives, increasing participation and
	volunteer involvement.
· Monitor and report on the performance of the service. Gather data on service actions, outputs and outcomes. Collect case studies to demonstrate impact.

Partnerships & Stakeholder Engagement
· Work closely with Fife Council, funders, and community organisations to enhance
	service delivery.
· Represent Philp Hall in community forums, networking events, and partnership
	meetings.
· Negotiate service level agreements (SLAs) and partnerships that align with Philp Hall’s sustainability goals.

Fundraising & Financial Sustainability
· Support the Board of Trustees in developing a long-term financial strategy for the hall.
· Work with the treasurer and centre caretaker to monitor budgets and funding allocations.
· Responsible for day-to-day financial administration, including monitoring budgets, reconciling accounts, and reporting to the treasurer and Board of Trustees.

Operational Support & Governance
· Ensure that Philp Hall operates in line with best practices, policies, and legal
	requirements.
· Ensure that robust daily financial systems are in place and work closely with the Treasurer who will report at Trustee meetings
· Support the governance and strategic planning processes of the organisation.
· Assist with reporting requirements for funders and key stakeholders
· Contribute to updating the organisation’s website, e-bulletins, newsletters and other publications to promote activities and best practice;
· Undertake other duties consistent with the role and work flexible hours, including evenings and weekends, as necessary.
· To take personal responsibility for contributing to high quality standards in customer relations, service delivery, project management and communications.








Person Specification
	Skills and Qualifications
	Essential
	Desirable

	At least 3 years’ experience working in a Community Development role or similar field
	x
	

	Strong project management and organisational skills
	x
	

	Ability to develop and maintain partnerships with diverse
stakeholders
	x
	

	Experience in fundraising, grant writing, or securing
external funding
	x
	

	Experience in supporting local people to form action/issue-based groups to identify and challenge inequalities
	x
	

	Ability to work independently and take initiative
	x
	

	Understanding of governance, compliance, and financial
management within the voluntary sector
	x
	

	Knowledge of the local community and its challenges
	x
	

	Experience in monitoring and evaluating community
impact
	
	x

	Background in social policy, community education, or
similar fields
	
	x

	[bookmark: _Hlk208476429]Flexible working approach to meet the needs of the centre
and community
	x
	

	Experience of planning and delivering training sessions
	
	x

	Personal Qualities
	
	

	[bookmark: _Hlk208477658]Approachable and engaging
	x
	

	Self-motivated with ability to work autonomously as well as a collective team

	x
	

	Able to take a flexible approach to delivering work
	x
	

	Reliability, dedication and determination

	x
	

	Integrity, honesty and accountability

	x
	

	Commitment to equality, inclusion and human rights

	x
	

	Encouragement for applications from underrepresented groups or those with lived experience of the local community
	x
	







Additional Information
· The role is subject to funding availability 
· Flexible working arrangements will be required to meet the needs of the centre and the community.
· Occasional evening and weekend work may be necessary.
· The successful candidate will be subject to a PVG check.

How to Apply
To apply, please complete the application form, which can be requested from linktownaction@aol.com  
CVs will not be accepted. 

If you require any further information, please contact Lizzie Halstead
Tel  01592 644680 or 07748 975149.

Closing Date;  Friday November 21st 2025
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