

24/08/2026
Title: 		Torridon District Community Association Operations & Events Manager 
Based: 		Loch Torridon Community Centre
Reports to: 	Chair of Finance and Operations Sub Group
Salary: 	FTE £30,810; Pro Rata £23,115
Hours: 		28 per week average (flexibility on seasonal variation and hybrid working)
Days:		Normally Monday to Thursday (some flexibility required)
Start Date:	2nd November (some flexibility if required)
Contract: 	18 Month Fixed term contract to 30th April 2028 (potential to extend depending on success in growing the organisation)


Tasks
Leadership and Management
The operations & events manager will be responsible for the smooth running of the LTCC; line management including maintaining and developing team ethos; developing a volunteer strategy; oversight of running costs and income streams.
Developing LTCC and events
Promoting the LTCC for events, conferences, weddings etc; exploring new opportunities and developing a strategy to increase the use of LTCC; generating new income while ensuring facilities remain accessible to local community groups; and promoting wider community benefit from LTCC and events.  

Developing and implementing a communications strategy, including social media, local communication forums and TDCA membership.

Ensuring the successful running of the annual Celtman triathlon (held in June) including negotiations with organisers (we are 1 year into a 3 year deal), pre-event planning; overall co-ordination and management of the 2 weekends; and coordinate post event feedback.
Funding
Developing and implementing a funding strategy for TDCA including regular donations, one-off donations and grants as well as developing relationships with key funder such as Highland Council and Highland & Islands Enterprise.

Objectives
1. Continued smooth running of the LTCC, ensure running costs are covered and increase income.
2. Increase external and community bookings of LTCC
3. Maintain a positive relationship with the Celtman team and the community and ensuring level or increased profit
4. Increase revenue and obtain grants for capital work as needed
The post will be reviewed in November 2027 with a view to extending if funding is available.

Conditions of work and in-work benefits 
· The post will be based in Loch Torridon Community Centre. While most days will involve being in the Community Centre, we can offer some flexibility for 1 day a week home working; 
· Working hours will be average 28 hours per week across the year.  The centre is very quiet in winter and very busy in summer so there is scope for some seasonal variation by mutual consent - although much of the job is proactive and therefore less affected by the tourism seasons.  Job-share applications and secondments will be considered; 
· Some evening and weekend work may be required and time off in lieu will be offered;
· The standard paid annual leave entitlement is 30 days - pro rata 22.5 (inclusive of public/bank holidays) per calendar year;
· Membership of Nest workplace pension scheme;
· TDCA is a living wage employer with a fair work first policy and would be happy to share this with potential candidates; 
· We would be very glad to discuss any accessibility adjustment requirements and associated in-work support that may be needed to ensure a positive and inclusive workplace;
· TDCA takes a proactive approach to staff development, and seeks to provide staff with training and development opportunities.
Person specification
We are looking for a highly driven and capable individual, experienced in leadership, promotion of events and finance who is able to build and sustain good working relationships with staff, funders, the community and other stakeholders. The following are the essential and desirable elements for candidates for the role and in your application and the interview process we will expect you to provide examples that demonstrate how you meet these. This will inform scoring of applications.

Experience:
Essential
· Leading a small organisation or autonomous team within a larger organisation
· Promotion and organisation of one off or regular events
· Controlling and forecasting budgets 
· Developing and maintaining key stakeholder relationships within the third sector

Desirable
· Fundraising for a small organisation
· Working in the public and/or third sector, where funding conditions apply.
· Previous experience of working with a community.
· Using social media on a professional basis 
Education:
Essential
· Degree in relevant subject, or demonstrable experience of learning at this level.

Skills and abilities:
Essential
· Strong people skills as the job involves engaging with local community members, visitors, staff and directors.
· Good at developing and implementing strategy – eg to bring in more events to the centre, to promote the centre, to increase funding and donations
· Financial literacy: able to develop budgets, track income and expenditure and undertake financial reporting.
· Proficiency with intermediate IT skills including MS Office, and able to pick up basic use of website content management (e.g. WordPress).
· Able to identify, organise and prioritise tasks in order to achieve objectives, meet deadlines and respond to emerging needs.
· Strong team working skills and a flexible approach, including setting realistic expectations on what can be sustainably delivered by yourself and others.

Knowledge and understanding:
Essential
· An understanding of the pressures and challenges facing remote communities. 
Desirable
· Relevant knowledge of compliance requirements eg health and safety, building compliance, and accessibility

Other requirements:
· The role will require you to be in the Community Centre at least 3 days a week and 2 of those days will be public facing 
· There will be a need to be in the centre over the 2 weekends of Celtman triathlon in June 
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