[bookmark: project-manager-community-hub]Project Manager – Community Hub
[bookmark: job-title]Job Title
Project Manager – Community Hub
[bookmark: location]Location
Montrose
[bookmark: hours]Hours
Part time 21 Hours per week
[bookmark: salary]Salary
£23000-£25000 pro rata
[bookmark: contract]Contract
Fixed term
[bookmark: reports-to]Reports to
Befriending Co=ordinator

[bookmark: about-the-role]About the Role
We are seeking an enthusiastic, organised and community-focused Project Manager to lead the development and day-to-day coordination of our Community Hub.
The hub includes a recycled craft resources shop, community rooms and flexible activity spaces available for hire by local groups, organisations and individuals. The Project Manager will play a key role in creating a welcoming, inclusive and sustainable community space that supports creativity, collaboration and wellbeing.
This role combines operational management, community development, volunteer support and partnership building. The successful candidate will help grow the hub’s impact by strengthening relationships across the community, supporting volunteers with a wide range of backgrounds and abilities, and identifying opportunities for collaborative working and funding.

[bookmark: key-responsibilities]Key Responsibilities
[bookmark: hub-operations]Hub Operations
· Oversee the day-to-day running of the Community Hub.
· Coordinate the operation and development of the recycled craft resources shop.
· Manage bookings and use of community rooms and activity spaces.
· Ensure the hub remains welcoming, safe, inclusive and accessible.
· Support the smooth delivery of activities, events and community programmes.
· Monitor stock, resources and supplies within the craft reuse shop.
[bookmark: volunteer-support-and-development]Volunteer Support and Development
· Recruit, support and coordinate volunteers across the hub.
· Provide encouragement and appropriate support for volunteers who may face barriers to volunteering, including those experiencing social isolation, mental health challenges, disabilities or reduced confidence.
· Foster an inclusive, positive and supportive volunteering environment.
· Develop volunteer roles, induction processes and ongoing training opportunities.
[bookmark: community-engagement]Community Engagement
· Build strong relationships with local residents, community groups, schools, charities and partner organisations.
· Promote awareness and use of the hub across the wider community.
· Encourage collaborative working and shared projects with other organisations.
· Identify community needs and help shape activities and services in response.
[bookmark: partnership-and-funding-development]Partnership and Funding Development
· Explore opportunities for partnership working and joint initiatives.
· Research and identify grant funding and income generation opportunities.
· Support the preparation of funding applications, reports and project updates.
· Help develop sustainable income streams for the hub.
[bookmark: administration-and-reporting]Administration and Reporting
· Maintain accurate records relating to activities, volunteers, bookings and projects.
· Monitor budgets and contribute to financial sustainability.
· Prepare reports for management, trustees or funders as required.
· Ensure compliance with relevant policies including health and safety, safeguarding and data protection.

[bookmark: person-specification]Person Specification
[bookmark: essential-skills-and-experience]Essential Skills and Experience
· Experience in project coordination, community development or operational management.
· Strong organisational and time management skills.
· Experience working with volunteers and diverse community groups.
· Excellent communication and relationship-building skills.
· Ability to work independently and collaboratively.
· Understanding of inclusion, accessibility and community engagement.
· Experience developing partnerships and community networks.
· Confidence using standard IT systems, social media and Website marketing and administration tools.
[bookmark: desirable-skills-and-experience]Desirable Skills and Experience
· Experience within the voluntary, community or social enterprise sector.
· Experience supporting individuals facing barriers to participation or volunteering.
· Knowledge of funding applications and grant funding processes.
· Interest in sustainability, reuse, arts, crafts or creative community projects.
· Experience managing community spaces or events.

[bookmark: personal-qualities]Personal Qualities
We are looking for someone who is:
· Friendly, approachable and community-minded
· Motivated and proactive
· Flexible and adaptable
· Compassionate and inclusive
· Creative and solutions-focused
· Passionate about community development and sustainability

[bookmark: how-to-apply]How to Apply
Please submit:
· A CV.  Email to info.montrosebefriending@gmail.com
· A covering letter explaining your interest in the role and how your experience matches the person specification
· Email to :- info.montrosebefriending@gmail.com

[bookmark: _GoBack]Closing Date 27 June 2026


[bookmark: equal-opportunities]Equal Opportunities
We are committed to creating an inclusive environment and welcome applications from people of all backgrounds and experiences.
