……………………….COMMUNITY ASSOCIATION 
(Charity Registration No. .......)
COMMUNITY PROGRAMME MANAGER

JOB DESCRIPTION

Title:
Community Programme Manager 
Location:


Responsible to:
Board of Trustees

Responsible for:         i)
Planning and co-ordination of all the associations 

activities, functions and hirings.
ii) Providing overall management of community centre staff and volunteers.

iii) Ensuring all legislation relating to the associations
activities is  kept up to date and is adhered to.

iv) Expanding and increasing the range of activities 

taking place on the associations premises in order to meet the identified needs of the community.
v) Ensuring the association is represented on all appropriate community forums.

vi) Drawing up regular reports on the above responsibilities

for presentation at Trustee meetings.

Key Tasks:

a)
Administration

· Manage the maintenance and renewal of Public Entertainment, PPL, PRS, Theatres, Lotteries and Amusement and other Licences when they fall due.

· Develop a working knowledge of legislation as it applies to the associations activities, ensure all legislative requirements are met and all relevant returns made.

· Compile regular reports on all responsibilities for presentation to the Trustees.

· Ensure the management of financial accounting procedures and reporting to the finance committee
b)       Development of the associations facilities and activities
· Compile a range of promotional material aimed at increasing membership, developing new activities and maximising the use of facilities available.

· Actively market all of the associations activities to local community.

· Identify grant funding for the associations activities, new projects and /or user groups, and assist trustees with applications for same where suitable. 

· Initiate appropriate local community surveys and programme evaluation to ensure relevance of activities on offer at centre.

· Ensure that all activities are suitably staffed by properly trained and qualified personnel.

c)       Staff Development  

· Personally participate in staff training as appropriate

· Identify training requirements of activities and admin staff and ensure their attendance at training courses.
d)       Other Duties  
· To promote all Health and Safety Regulations and to take all reasonable care to promote the Health and Safety at work of yourself, fellow Employees and users of the centre.

· Other duties commensurate with the grading of the post as assigned by the Trustees.

Hours of Work:


Rate of Pay:


PERSON SPECIFICATION
COMMUNITY PROGRAMMES MANAGER

EXPERIENCE

· Minimum of 2 years experience of managerial post in a customer service orientated environment.

· Experience of supervision and support of staff.

· Experience of working with and supporting volunteers.

· Experience of administrative and financial management.

· Experience of community development would be an advantage.

QUALIFICATIONS

· Educated to a minimum of GCSE level to include Maths and English

· A managerial qualification would be an advantage.
PERSONAL SKILLS AND ATTRIBUTES
· Good levels of numeracy and literacy.

· Good communication skills.

· Good supervisory and managerial skills.

· Ability to provide staff training and mentoring.

· Ability to organise and prioritise own workload.

· Excellent IT skills.

· Able to lead and inspire a team.

· Willing to further own skill levels.

· Flexible approach to allow evening and weekend working when required.

