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Join the Team at Corstorphine Community Centre
Operations Support Assistant
Location: Corstorphine Community Centre, 5 Kirk Loan, Edinburgh, EH12 7HD
Hours: 35 hours per week
Salary: £23,500 per annum
Contract: Permanent
Responsible to: Centre Manager
PVG Membership Required

About Corstorphine Community Centre
Corstorphine Community Centre (CCC) is a thriving community hub at the heart of Corstorphine, providing opportunities for connection, learning, wellbeing and support for people of all ages.
Every week, more than 250 local people take part in activities, groups and services delivered by staff, volunteers and community partners. From parents and toddlers to older adults, we are committed to reducing isolation, strengthening community connections and creating opportunities for people to thrive.
Our Centre hosts a wide range of activities including community groups, dance classes, choirs, faith organisations, meetings, celebrations and special events. We also operate a successful volunteer-led charity shop that raises vital funds to support our work.
We are proud to be an inclusive, welcoming and accessible place where everyone is valued. We are now seeking an enthusiastic and organised Operations Support Assistant to help us deliver excellent services and ensure the smooth day-to-day running of the Centre.

About the Role
This is a varied and rewarding role at the heart of our organisation.
As Operations Support Assistant, you will be one of the first points of contact for visitors, participants, volunteers, room hirers and community partners. You will play a key role in creating a welcoming experience for everyone who uses the Centre while providing essential administrative and operational support across the organisation.
You will coordinate bookings and activities, maintain records, support meetings and events, assist with financial administration and help ensure the Centre operates efficiently, safely and professionally.
This role would suit someone who enjoys working with people, is highly organised, has excellent communication skills and shares our commitment to supporting local communities.
This is a new role for the organisation and will require the post holder to design, develop and implement new systems to support the infrastructure of the organisation.

Key Responsibilities
Community and Customer Support
· Provide a warm, professional and inclusive welcome to all visitors, participants, volunteers and partners.
· Respond promptly and effectively to enquiries by telephone, email and in person.
· Support participants, volunteers and room hirers with information and guidance.
· Maintain participant registration records and databases.
· Administer room bookings and facility hire arrangements.
· Ensure visitor sign-in procedures and health and safety requirements are followed.
· Support the promotion of Centre activities, events and services.
· Help create a positive and accessible experience for everyone using the Centre.
Event and Activity Support
· Coordinate meetings, activities, events and Centre bookings.
· Organise staff meetings, Management Committee meetings and sub-group meetings.
· Manage calendars, room schedules and equipment bookings.
· Support the planning and delivery of community events and fundraising activities.
· Liaise with suppliers, contractors, volunteers and community partners.
· Assist with event logistics, hospitality and visitor management.
· Ensure activities operate in line with health and safety procedures and organisational policies.
Administration and Information Management
· Maintain accurate and confidential records in line with GDPR requirements.
· Prepare meeting agendas, take minutes and circulate documentation.
· Monitor shared inboxes and administrative systems.
· Maintain filing systems and organisational records.
· Support monitoring and reporting requirements for projects and activities.
· Ensure information is stored securely and can be accessed efficiently when required.
Finance and Operational Support
· Process routine financial transactions and maintain accurate financial records.
· Support daily cash handling procedures and weekly banking.
· Assist with purchase orders, invoices and procurement processes.
· Support stock ordering and office supplies management.
· Assist with monitoring room hire income and activity records.
· Support operational processes that contribute to the smooth running of the Centre.
General Responsibilities
· Work collaboratively with colleagues, volunteers and community partners.
· Uphold the values, policies and procedures of Corstorphine Community Centre.
· Contribute to a positive, supportive and inclusive workplace culture.
· Undertake training and professional development as required.
· Carry out other duties appropriate to the role.

About You
We are looking for someone who:
· Has excellent customer service and interpersonal skills.
· Enjoys working with diverse groups of people.
· Has strong administrative and organisational abilities.
· Is confident using Microsoft Office and digital systems.
· Can manage competing priorities and work effectively under pressure.
· Has excellent attention to detail.
· Demonstrates initiative and problem-solving skills.
· Has experience of handling confidential information appropriately.
· Shares our commitment to community development, equality, diversity and inclusion.
Desirable
· Experience of working in a community, charity or voluntary sector setting.
· Experience coordinating events, bookings or community activities.
· Experience of financial administration and cash handling.
· Experience supporting volunteers.

Why Work With Us?
This is an opportunity to make a real difference in your local community while working in a friendly and supportive environment.
At Corstorphine Community Centre, you'll be part of a dedicated team working alongside volunteers, community groups and local people to create a welcoming space where everyone can connect, participate and belong.

How to Apply
Please submit the accompanying application form to manager@ccchub.online (Please do not send CVs)
Closing Date: Monday 2 November 2026 at 10am
Interviews: Monday 9 November 2026 Will be held in person at CCC, 5 Kirk Loan, Edinburgh, EH127HD
We welcome applications from people of all backgrounds and are committed to creating an inclusive workplace that reflects the diversity of our community.
Corstorphine Community Centre is an Equal Opportunities Employer.
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