CENTRE MANAGER 
JOB DESCRIPTION

Responsible to:
Board of Trustees
Reporting to:

The Board of Trustees
Responsible for:
All Staff
Contract: 

TBC 
Salary:

£33,000 Pro rata
Hours:


28 – Flexible Working
Holidays:

20 days per annum, pro rata
Current Location: 
The CarAf Centre, 27-30 Cheriton, Queens Crescent, London NW5 4EZ

Role Purpose:
To ensure the smooth running of the office and building, maintaining and developing the administration procedures, supporting the organising of public events and training.  
Fund raising will be a major priority of this role for the continued sustainability and future developments of The CarAf Centre.

The post-holder will contribute to the development and implementation of organisational strategies, policies and practices ensuring that the Board of Trustees is fully supported and able to carry out their duties. 

The post holder will work to ensure that contract monitoring information is collated to meet the requirements of funders and the organisation, whilst maintaining a high profile and excellent reputation of The CarAf centre with the use of social media technology and other mediums.
Responsibilities:

1.
Leadership

1.1
In conjunction with your job share colleague and the Board of Trustees maintain, review, develop and implement effective and efficient systems for handling, storing and managing client, business and financial information within relevant legal, funding or quality assurance requirements.

1.2
Develop and maintain the appropriate structure and personnel to achieve objectives within agreed budgets and timescales.

1.3 
Support staff in attaining operational goals through provision of an operational framework.

1.4 
Develop a culture of teamwork, resilience and high performance.

1.5
To be the community ambassador and public spokesperson representing the CarAf Centre at meetings, seminar, public events, press and publicity

2.
Office Management

2.1
Ensure the general day-to-day administrative duties for The CarAf Centre is covered.

2.2
To cover as required reception, ensuring security measures are adhered to at all times. 

2.3
Dealing with telephone inquiries in a helpful and friendly way. Administrating an efficient process for incoming and outgoing mail.

2.4
To ensure that information leaflets and correspondence are circulated to relevant staff members and/or displayed for members and users.

2.5
Developing and maintaining paper and computer filing systems.

2.6
To ensure that The CarAf Centre’s equipment and other office resources (i.e. computers, photocopier etc.) are kept in working order and that records and service agreements are maintained as appropriate. 

2.7
Setting up systems and maintaining records for membership, activities and usage for monitoring and evaluation purposes.

2.8
To purchase stationary and other equipment in accordance with agreed procedures.

2.9.
To supervise the work of volunteers and any staff attached to the office.

2.10
To co-ordinate and service the Board of Trustees general meetings and the Annual General Meeting.

2.11
To be responsible for the recording and upkeep of staff attendance, sickness an annual leave records.

2.12
To take lead responsibility for the collation of monitoring data produced by the staff team.

3.
Financial Administration

3.1
In conjunction with the Accounts Manager, ensuring the timely Payments of bills, issuing invoices for monies owed and banking all monies received.

3.2
Keeping petty cash records

3.3
To issue receipts for payments received and collate money safely for banking.

3.3
Administering staff salary payments via online business banking, along with other payment of other bills either by bank transfer or cheque as required.

4.
Promotional Work

4.1
To take the lead responsibility as part of a team for the co-ordination, production and distribution of The CarAf Centre’s quarterly newsletter.

4.2
To assist in the creation of information leaflets and posters on the various services and events.  

4.3
To ensure that our services and events are appropriately publicised and our information leaflets and posters are regularly circulated throughout the borough and in relevant newsletters and free press.

4.4
To ensure that mailing lists, email lists and any other outlet for publicity and promotion are developed and regularly amended and updated.

4.5       You responsible for developing and implementing our Social Media strategy 
to increase our online presence and improve our marketing, outreach and engagement efforts.

5.
Contract & Fundraising Co-ordination

5.1 
To submit grant applications approved by the Board of Trustees to statutory bodies, charitable trusts and all other possible sources of funding.

5.2 
To negotiate and monitor contracts with statutory and other funders as appropriate.

5.3 
To ensure that funding reports and criteria are met by the specified deadlines.

5.4 
Ensure that the requirements of service level agreements made with and contracts awarded by external funders, sponsoring bodies and others are met efficiently and effectively by the operational staff team.

5.5 
Prepare narrative reports on the performance of the services for funders, with the Board of Trustees. This will require the upkeep of a monitoring system and the maintenance of information relating to the uptake of services by different members of the community in Camden.

5.6 
Ensure that any issues that arise within CarAf services are brought to the attention of the Board of Trustees

6.
Premises

6.1
To manage the hire of space/room and oversee the appropriate use of equipment and facilities by members and users of The CarAf Centre.

6.2
To assist the Board of Trustees in the continuing development of The CarAf Centre’s Office Facilities, including as necessary, the research and contracting of alternative premises.

6.3
To ensure that appropriate insurance cover is taken and renewed by the due dates to comply with current Health & Safety policies and procedures.

6.4
 To manage and maintain the display boards and the presentation of the Reception Area in conjunction with the staff & nursery team.

6.5
To regularly review office equipment and the building, ensure they are safe and repairs are reported and undertaken.

7.     General

7.1
To give general advice and support to members and users of the Centre.

7.2
To contribute to The CarAf Centre’s role in the community by maintaining, developing and promoting awareness of our services to the general public and other agencies.

7.3
Carry out all duties in accordance with The CarAf Centre’s Equal Opportunities policy and other organisational policies and procedures.

7.4
Attend staff meetings and other meetings including managerial supervision.

7.5
To participate in training courses and workshops, as agreed with Line Manager.

7.6
Other duties as agreed with the Board of Trustees, consistent with the role and responsibilities of the post of Centre Manager.
CENTRE MANAGER
 PERSON SPECIFICATION

ESSENTIAL CRITERIA

A minimum of 2 years experience of project and staff management.

Knowledge and understanding of the voluntary sector.

Experience of fundraising from statutory, voluntary and commercial sectors and a broad understanding of a variety of fundraising techniques and mechanisms.

At least 2 years experience of financial planning and budgetary control.

Experience in presenting clear reports for written and oral presentation.

The ability to be self-managing and servicing

The flexibility and willingness to work unsocial hours as deemed necessary.

Good communication skills and the ability to communicate effectively both verbally and in writing to a wide range of people.

The ability to provide a decisive leadership role as well as operating a consultative management style, in order to facilitate teamwork amongst staff.

Experience in forming, developing and maintaining partnerships to facilitate a holistic approach to service delivery.

Willingness to work evenings and occasional weekends.

Understanding of the educational issues and the challenges experienced in the African Caribbean community.

Experience in organising meetings & events.

DESIRABLE CRITERIA

Experience of keeping and reading financial records using Excel, Sage, Quickbooks etc.
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